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1. Login to UMeNet using your CaneID and Password 
 

 
 
2. Click on Create 
 

 
 
 

https://enet.miami.edu/Buyer/Main/ad/loginPage/SSOActions?awsso_cc=awsso_ru%3AaHR0cHM6Ly9lbmV0Lm1pYW1pLmVkdS9CdXllci9NYWlu%3Bawsso_lu%3AaHR0cHM6Ly9lbmV0Lm1pYW1pLmVkdS9CdXllci9NYWluL2FkL2NsaWVudExvZ291dC9TU09BY3Rpb25zP2F3c3I9dHJ1ZQ%3D%3D%3Bawsso_ap%3AQnV5ZX�
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3. Click on University eForms 
 

 
4. Click on the arrow  next to Security & Control Administration 
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5. Click on DHRS Access 
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6. Complete the User Information section 
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a. The information under User Information will default. Make changes as necessary. 
i. If you select Yes next to New/Additional RACF/PIDMS ID?, provide a detailed 

explanation. 

 
ii. To change the Computer Charge Account, click on  

iii. Search for the value for Computer Charge Account by Account Number, Name, or 
Department Number 
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b. Review the statement and the policies under Authorized System User Agreement, then 
select I agree 

 

c. Click  at the bottom of the page  
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7. Complete the Profile/Content Security section 
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a. In the Access Request section, specify the access desired (New Access, Additional Access, or 
Change Access) and provide as much details as possible in field next to Access Requested 

 
b. Select the checkboxes next to Crossover Approver, Specify Access Exclusions, and/or Copy 

Access from user, if applicable 
i. If you are a Crossover Approver, you also need to complete a DHRS Approval Loop 

Form 
ii. If you select Specify Access Exclusions, specify the exclusions in the given field. For 

example, “Exclude user to set salary data for Job Code A in Org 1001”  

 
 
 
 
 
 
 
 
 
 
 
 

https://enet.miami.edu/Buyer/Main/ad/loginPage/SSOActions?awsso_cc=Page%3AREhSU0FwcHJvdmFsTG9vcA%3D%3D%3Bawsso_ru%3AaHR0cHM6Ly9lbmV0Lm1pYW1pLmVkdS9CdXllci9NYWluL2FkL3dlYmp1bXBlcj9QYWdlPURIUlNBcHByb3ZhbExvb3A%3D%3Bawsso_lu%3AaHR0cHM6Ly9lbmV0Lm1pYW1pLmVkdS9C�
https://enet.miami.edu/Buyer/Main/ad/loginPage/SSOActions?awsso_cc=Page%3AREhSU0FwcHJvdmFsTG9vcA%3D%3D%3Bawsso_ru%3AaHR0cHM6Ly9lbmV0Lm1pYW1pLmVkdS9CdXllci9NYWluL2FkL3dlYmp1bXBlcj9QYWdlPURIUlNBcHByb3ZhbExvb3A%3D%3Bawsso_lu%3AaHR0cHM6Ly9lbmV0Lm1pYW1pLmVkdS9C�
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iii. If you select Copy Access from user, select Other from the drop-down menu to 
specify which user to copy access from 

 
 

iv. Search for the appropriate user to copy access from by Name, Title, UM Employee 
ID, Home Department, or Department Name 

 
c. In the Job Codes section, check all the job codes for which you are requesting access 
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d. In the Level of DHRS Access section, check all the levels of DHRS for which you are 
requesting access 

i. Click the button at the right  to show more levels of DHRS Access  

 
e. In the Organization section, select the appropriate Department(s) for which you need access 

by clicking  

 
i. To add one or more values to Content Security, (1) select a value from the given list 

by clicking on the arrow  to expand the department listing or (2) search by 
“Organization Code” or “Description.” Select the checkbox next to the appropriate 
value to add it to the list. To remove values from the list, click a value’s checkbox to 
deselect it. Click OK when you are finished. 
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f. Click at the bottom of the page  
 
8. Review the Approval Flow section. The approval flow lists users who must approve the request and 

the reason they are included in the approval process. 

 
 

a. Click on  to add a new user or role (set of permissions) to the approval flow. 
You are authorized to add approvers if you are the preparer, requester, or an approver.  

b. To add an approver, select Other under the Approver drop-down menu 

 
c. Enter the approver’s name (you can enter first name, last name, or both) and click on 

Search. Once you find the appropriate person, click on Select. 

 



Revised 04/06/2009  12 | P a g e  

 

d. Select the appropriate option next to Add this approver as (Approver or Watcher) 
e. Provide a detailed reason for adding the approver in the Provide a reason field 
f. Select the appropriate option between “Add approver to the approval flow, as the first or 

subsequent approver” and “Add approver in parallel to the entire approval flow” 
g. Click on OK 

 
 

h. Click at the bottom of the page 
  
9. Review the Summary screen, which displays your completed DHRS Access Form. Click on the 

Approval Flow tab to review the approval flow. Make any necessary changes and click on

. 

10. You can also add an attachment by clicking on  
a. Click on Browse 
b. Search for the document you need to attach 
c. Click on OK 

 
d. You can delete the attachment by clicking on  
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11. Add Comments, if necessary, in the given field 

 
12. Click on  
 


