Instructions to Complete the
DHRS Access Form
in ARIBA (UMeNet)

1. Login to UMeNet using your CanelD and Password

UNIVERSITY & MIAMI

CanelD:
Password:

Go to:

point click purchase

2. Click on Create

UNIVERSI / “Home YT tcip YT Logout

Lisandra Ortiz Preferences Toggle Tips Toggle Currency

7 To Do
Approve Requests 1} Approve -O
Watch Requests o -

7 Status
Composing

Subrnitted Status o

UNIVERSITY & MIAMI

Approved
Denied

(= =T, =]

0 Explore

7 Create A

\
Purchase Requisition ey
Travel & Expense Create O

University eForm

=7 Explore
Searches
Catalogs
University of Miami Reference Information |
Folders
D UMeNET e-Update
+ Report b
Rep =zeareh UMelE] Enabled supnliers
Reports Search UMeNET Ensbled Suppliers

B Internet/Catalog Yendors

7 Receive
B Controller's Office: Expense SubCade Explanations

Purchase Orders
B University of Miami Purchasing

7 Reconcile
D UMeNET Homepage

Charges
B University Wide Contracts
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3. Click on University eForms

Preferences Toggle Tips Toggle Currency

Create a New Request

Select the type of request you want to create; for example, a purchase requisition to order items.
How To

What would you like to create?

» Purchase Reguisition
® Travel & Expense

» University eForms é

4. Click onthe arrow ™ next to Security & Control Administration

Preferences Toggle Tips

Toggle Currency
Create Request Using Company eForm

eForms are provided by your company. Select or search for a form to use to create your request,

L 1]

Name

2Check
¥ E FRS Request
Cancelled Check/Stop Payments

FRS &ccount Freeze eForm
v i Human Resources
Create Mew Position
Fill Wacant Position
Reclassify a Pasition
TERF Request
¥ i Risk Managernent
Insurance Reguest
Security & Cantral Administration
| 3 In Development

Description

eForm for creating a Check Requisition

FRS Account Request eForms

Cancelled Checks/Stop Payments Request eForm

FRS Account Freeze eForm

Human Resource related eForms

Create New Position

eForm for updating and posting an existing job position
eForm for updating and reclassifying an existing job positian
Temporary Employee eForm {TERF)

Risk Management related eForms

eForm for requesting Risk Management approval of a vendar
System access related eForms

eForms not quite ready for prime time
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5. Click on DHRS Access

¥ i Security & Control Administration
BP/DMAS
fcoounts Receivable

Alurnni Donor

Disability Services Management

Ermployvee Benefits Management

Enrollment Managernent Financial

Facilities Directory Managerent
Financial Aid

DHRS Approval Loop

CHRE Access

g T T R T TR

Lockbox

Revised 04/06/2009

Systemn access related eForms

Adrinistrative Access Request for Accounts Pavable / DMAS
Administrative Access Request for Accounts Receivable
adrministrative Access Request for Alumni Donor
Administrative Access Request for Disability Services
administrative Access Request for Emplovee Benefits
Administrative Access Request for Enrollment Management Financial
Administrative Access Request for Facilities Directory
Administrative Access Request for Financial Aid

DHRE Approval Loop (DHRS)

administrative Access Request for Hurnan Resources (DHRS)

administrative Access Request for Lockbox
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6. Complete the User Information section

UNIVERSITY & MIAMI _Home JI Help I togout |

Lisandra Ortiz

Preferences Toggle Tips Toggle Currency

User Inforrmation
Profile/Content Securit:
Approval Flow

Surmmary

Revised 04/06/2009

SC100560: DHRS Access for

E] user Information

This form is used to request access to the selected University of Miami administrative system, You may request access for another user
by selecting them from the 'access For' dropdown, Select desired RACF/PIDMS User ID if multiple IDs exist, If one does NOT exist
Security & Contral will create one.

Save As: DHRS Access for

User Information

“Address Line 1: [127  Max Orovitz Building | *New/Additional RACF/PIDMS ID? O Yes &) No

Address Line 2: |Human Resources | *Employee ID:

Address Line 3: | | *Ernail: |Ior‘tiz@umiami.edu |
*City: Coral Gables *Phone: |(305) 284-3087 |
*State: [ Florida v| *Department: 44005-00; HUMAN RESOURCES -

GABLES/MARIMNE

P I3124 *Supervisor: w

Zip+4:

*Locator Code: 1410

*Computer Charge Account: I [ select]

il

| Authorized System User Agreement

The use of this ID number or information obtained using the requested systemn by persons Mot authorized may result in violation of the
Family Education Rights And Privacy Act (Buckley Amendment) and other confidentiality provisions of State and Federal law and can lead
to disciplinary sanctions which may include dismissal from the University. I have read, understood and agreed to abide by the University
of Miamni Policies below,

(1 agree (31 do NOT agree
H You must agree to the User Agreement statement to continue.

Policy A040 - Software Copyright Protection

Folicy 4045 - Computer Access And Confidentiality

Folicy 4046 - Use Of University Computing Facilities

Folicy 4047 - World Wide Web Paolicies

* indicates required field
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a. Theinformation under User Information will default. Make changes as necessary.
i. If youselect Yes next to New/Additional RACF/PIDMS ID?, provide a detailed

explanation.

User Information

*hccess for:

*Address Line 1: |12?

Max Orowvitz Building

Address Line 2: |Human Resources

Address Line 3!

*City: |C0ra| Gables
* State: |Florida

*#Zip Code:
Zip+4:

il

*Locator Cade: 1410

*RACF/PIOMS User 10

*MNew/additional RACF/PIDMS ID? (& ves ()Mo

| =
=

If ves, explain purpose: :.:

*Emplayee ID:

*Email:
*Phone:
*Departrment:

*Supervisor;

*Computer Charge Account;

0 Explanation Required.

|I-:r‘tiz@umiami.edu

[(305) 284-3087

44005-00: HUMARN RESOURCES -

GABLESMARIMNE

| [ select ]

ii. To change the Computer Charge Account, clickon [ #/2ct ]
iii. Search for the value for Computer Charge Account by Account Number, Name, or

Department Number

Choose Value for Computer Charge Account

Select a walue from the list or enter a walue and search for it. You can also select a specific page from the pull-down list or click an arrow

to display the previous or next page.

How To

O There are too many matches to display the entire list. Refine your search criteria and try again.

Field: | Account Murmber A

Mame

Departrnent Murnber

Account Number

Name

Department Number

Mo ftermns

Revised 04/06/2009
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b. Review the statement and the policies under Authorized System User Agreement, then
select | agree

| Authorized System User Agreement

The use of this ID number or information abtained using the requested systermn by persons Mot authorized ray result in violation of the
Family Education Rights And Privacy Act (Buckley Amendrment) and other confidentiality provisions of State and Federal law and can lead
to disciplinary sanctions which may include dismissal from the University, I have read, understood and agreed to abide by the University
of Miami Policies below,

I agree (3)1 do NOT agres
0 You must agree to the User Agreement statement to continue.

Policy A040 - Software Copyright Protection

Policy A045 - Computer Access &nd Confidentiality

FPolicy A046 - Use Of University Cormputing Facilities

Policy A047 - world wide web Paolicies

* indicates required field

c. Click

at the bottom of the page
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7. Complete the Profile/Content Security section

UNIVERSITY o MIAMI _ Home L velp N togout

Lisandra Ortiz Preferences Toggle Tips Toggle Currency

. 5C100560: DHRS Access for
User Information

i - =
Profile/Content Security E Profile/Content Secu"ty

Approval Flow

Use this form to specify the Access desired for the Requester. Provide as much detail as necessary. Tour input will be used by the Data
S Cust_odian_and Sec_:urit\_r and Contral to sp_ecif\r the access permissions. Depending on your user rale, you may be gllnwed to enter
ST addtional information like Access Exclussions, Job Codes, Lewvel of Access and Organization areas the requester will access. If additional
space is necessary you may make comrments or attach documents in the summary section of this form

Access Request

Enter a description of the access required. The Data Custodian will specify your access profile based on this

input,
*Request: @ Mew Access O Additional Access O Change Access
*Access Requested: A
[
Crossover Approver: 7 D

Specify Access Exclusions: ¥ []

Copy Access from user; 7 |:|

Job Codes

Indicate Job Codes the reguester needs to Access

Administrative/Professianal (Al [] Research Associate (R): O
Faculty (B-C-D-G): L} Undergraduate Students (L) (P) (INQUIRY ONLY): []
Staff (H-I-3-K): | Graduate Students (N) (INQUIRY ONLYY: |
Physical Plant (M): O all employees in the area: O
Mot Selection: O

*Job Codes Selection: {(None)
Must select at least one Job Code group from check boxes above

Level of DHRS Access

Indicate Level of DHRE the Reguester needs to Access,

Full Inguiry Access (HR4B): [0 Departmental Approver Access (HR9CH: 7 []

Departmental Document Input Access (HR9B): [] HR Kronos (HRKN1): [}

Verify Inquiry Campus Dir, (HR4C): [0 ‘wellness Center (HRWLY: L]

Click button to show/hide more levels ---=: g
*Access Level Selection: (None)

H Must select at least one Level of DHRS Access from check boxes above

Organization

Select the appropriate Departments the Requester needs to access

*Content Security: (select a value) [ select ]
Content Security selection is required

* {ndicates required fisld
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a. Inthe 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

Lisandra Ortiz

Preferences Toggle Tips Toggle Currency

. 5C100560: DHRS Access for
User Information

Profile/Content Securit

E] Profile/Content Security

Approval Flow

Use this form to specify the Access desired for the Requester. Provide as much detail as necessary. Tour input will be used by the Data
S Cust_odian_and Sec_:urit\_r and Contral to sp_ecif\r the access permissions. Depending on your user rale, you may be gllnwed to enter
ST addtional information like Access Exclussions, Job Codes, Lewvel of Access and Organization areas the requester will access. If additional
space is necessary you may make comrments or attach documents in the summary section of this form

Access Request

Enter a description of the access required. The Data Custodian will specify your access profile based on this
input,

*Request: & New Access O additional Access OChange Access S
*Access Requested: A
— =

Crossover Approver: 7 D

Specify Access Exclusions: ¥ []

Copy Access from user; 7 |:|

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”

Access Request

Enter a description of the access reguired, The Data Custodian will specify your access profile based on this
input.

*Request: ) Mew fAccess ) Additional Access () Change Access

*hcecess Requested: new access ﬂ
=

Crossover Approver: ¥ |:|

Specify Access Exclusions; ¢

— ‘ -

0 access Exclusions required

Copy Access from user: ¥ |:|
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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

Access Request

Enter a description of the access required. The Data Custodian will specify vour access profile based on this
input.

*Request: @ New psocess (O additional Access OChange Access

*hccess Requested: new access ﬂ
Rl

Crossaver Approver: ¥ |:|

Specify Access Exclusions: ¥ []

Copy Access from user: 7

{no value) «
(no walue) ko copy access from

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

Choose Value for Profile Same As User

Select a value fram the list or enter a value and search for it. You can also select a specific page from the pull-down list or click an arrow
to display the previous or next page.

How Ta

H There are too many matches to display the entire list. Refine your search criteria and try again.

UM Employee ID
Hore Department
Department Name

Employee ID Home Department Department Name

Mo ftems

c. Inthe Job Codes section, check all the job codes for which you are requesting access

| Job Codes

Indicate Job Codes the requester needs to Access

. Bdministrative/Professinnal fat. T e LBggRArch fesoriate (R e e Bl

3) F Undergraduate Students (L) (P} {INGQUIRY OHLY): [ Faculty (B-C-D-«
i Graduate Students (M) (INQUIRY QOMLY): i Staff (H-I-1-k):

I F Al employees in the area: F Physical Plant (I
i Mot Selection:

tion: (Mone)

*lob Codes Selec
O Must select at least one Job Code group from check boxes above
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d. Inthe Level of DHRS Access section, check all the levels of DHRS for which you are
requesting access

i. Click the button at the right !:_I-to show more levels of DHRS Access

| Level of DHRS Access

Indicate Level of DHRS the Requester needs to Access,

Full Inquiry Access (HR4B): [] Departmental appraver Access (HRIC): ¢+ []

Departrnental Document Input Access (HR9B): [|  HR Kronos (HRKN1): |

Verify Inquiry Campus Dir, (HR4C): [] ‘wellness Center {HRWL): |

Click button to show/hide more levels ---=: E [m]
*fhcoess Level Selection: {Mone}

H Must select at least one Level of DHRS Access from check boxes above

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

by clicking [ 22/ct ]

Organization

Select the appropriate Departments the Requester needs to access

*Content Security: [select a walue) [ select ]
O Content Security selection is required

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.

Add to Currently Selected

To add one or more walues to the list of those currently selected, browse the walues in the Add section of the current or ather
pages, or search for a specified value, and then click the walue's check box, When vou navigate to another page of walues, any
values selected in the Add section are autornatically added to the list of currently selected walues, To remowe walues from the list of
those currently selected, click a walue's check box to deselect it. When you are finished selecting or deselecting values, click OK.

How Ta
Field: | OrgCode
[] 0OrgCode Description
0 wal All ORG Codes =
O b 10 10: PRESIDENT
D L] 20: EXECUTIVE WP & PROWVOST
D b 30 30: MEDICAL AFFAIRS
O P 40 40: BUSINESS AND FINAMCE
D b 50 S50: UNIVERSITY ADVANCEMENT
D P 60 o00: INTERCOLLEGIATE ATHLETICS 1
-
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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.
s MIAMI _ Home L velp N togout

Preferences Toggle Tips Toggle Currency

SC100560: DHRS Access for

User Informmation

Praofile/Content Securit B Approval Flow

Approval Flow
The required approvers are displayed below. You may add approvers as necessary, Administrative users may also delete required
SRGE approvers,

How Tao

Approval Flow - DHRS Access

Legend: pending [I] Active approved [ Denied [Z] Watcher |

dHRS Data Custodian (Gables) Security And Con|

SC100560

| dHrs 1T watcher

[l [

Add Appro

a. Click on Ealllaalg: 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

| Approval Flow - DHRS Access

Approver: Select Approver % | | Select Approval List

. Select Approver
Add this approver fs: [--cceemo- her

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.
Choose Value for Approver

Select a walue from the list or enter a value and search for it, Tou can also select a specific page from the pull-down list or click an arrow
to display the previous or next page.

Provide a reason:

How To

O There are too many matches to display the entire list. Refine your search criteria and try again.

Field: Mame

Name

(no value)
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d. Select the appropriate option next to Add this approver as (Approver or Watcher)
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. Clickon OK

| Approval Flow - DHRS Access

Approver: Select Approver % | | Select approval List

Add this approver as: () approver C’Watcheé

éwwide a reason: |

Legend: Pending [I] Active approved [E] Denied [&] Watcher |

Maria Wicente dHR= Data Custodian (Gables) Security And Con)

SC100560

[=| dHRrs 1T watcher

[l []
é ® add approver to the approval flow, as the first or subsequent approver
O add approver in parallel to the entire approval flow
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
| Update
10. You can also add an attachment by clicking on [£2
a. Click on Browse
b. Search for the document you need to attach
c. Click on OK
Add Attachment
Browse to and select a file to include with your cormrments,
How Ta

File:|

|CErowss_]

d. You can delete the attachment by clicking on |AEieliaE

Revised 04/06/2009
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11. Add Comments, if necessary, in the given field

| Comments - Entire DHRS Access

Comrments: ﬂ
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