Account Request (PS Financials and Bl)

Quick Reference Guide

1.

Login to PS Financials.

Click on the NavBar button in upper right corner of screen.

@ %Y

New Window | Help | Personalize Page

Follow this path to Account Request: U of L Custom > UL Account Request > Account Request

e The User ID field should be populated with the User ID of the REQUESTOR when logging
into PS Financials.

Go to Add a New Value tab.
¢ When entering an account request, you will ALWAYS select Add a New Value.

e You will designate if you are adding, modifying or removing access, or if the user has been
transferred in the next field.

e [fthe person already has a PeopleSoft Financials account with roles previously assigned
you will use Modify, Remove, or in the case of a move to a new unit Transfer. If this is a
brand new PeopleSoft Financials account you will designate the trans type as Add.

Account Request

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

User ID| begins with v |
Acct Rgst Trans Type| = v| | -
Empl ID| begins with v

Created Dateftime| = v

J Correct History L Case Sensitive

Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
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5. Information entered on the Account Request / Add a New Value screen is for the person
requesting access for someone else (entering your information). Click Add.

Account Request

Find an Existing Vaue Add 2 New Value

v

Add

Find an Sxisting Yalue | Add 2 New Vaue

6. Select each line of security access being requested.
¢ Note the free format fields for Depts (IDs) and Comments when needed.

e From this screen you can also see which levels of access require training before the
requested access is granted.

e If you request access for a level of security where training is required a notification will be
sent to the responsible area for the training and they will authorize your attendance and
completion of the required training.

¢ Each time a level of approval has been granted this screen will be updated with the user
and time of approval.

¢ You will be able to access this screen and see the status of your request at any time.

e Once you click Save the form will be routed to the next approval level and an email
notification will be sent to the next approval level.

< Employee Self Service Account Request

Account Request

oo o

Department: - UserlD N DENY FLAG Unable to Complete
*Requester: - Q Created Date/ime: 02/23/2023 12:10PM
*Trans Type: [Add v] LFO Approver:
LFO Acct Request Approval Flag LFO Aprval DTTM:
Personalize | Find | Views | (¥ | ¥ First 4 110010 » Last
Trining Request . _ = Training Training Training Appr z Requestor
Description Required  Flag Completed Approver AorvDTTM oo Approver orm Depts Comments Nosted
Fl - Incividu2 [= ¥ =
Reports, -
» Fl - Departmental r 11 1 =
“ (Reports,
3 HR - UBM (Reports | il | =
4 Requisition | [ ] ¥ =
Approval L J
5 Requisition Entry v. ] A=
6 Payment Request [ I ] T
entry Z 4
7 P Inquiry I +] =
8 Budge! Transfor L l | + =
Fl - Budget
9 Preparation (BAM Al A + -
Entry
Fl - Budget .
10 Preparation (BAM L L | + =
View only

Information on access to Workday HR can be found at UofL Training Resources - Workday
Save (https:/ilouisville_edu/workday/resources/uofi-training-resources)
under "Request a Workday Security Role Change"
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7. To enter multiple department IDs for a role requiring this information, please see
sample below.

¢ You can make the Depts and Comments larger by putting the mouse on the
bottom right-hand side of the box and dragging it to the size you want.

e You can get it to go to the next line by simply hitting enter.

< Employee Self Service

Account Request

Account Request
oo 2
pepartment: (N DENY FLAG
Requester: [ Q Created Date/time: 03102021 12:26PM
Trans Type:| Modify LFo Approver: [
LFO Acct Request Approval Flag LFO Aprval DTTM: 03/11/21 7:40:41AM
Personalize | Find | View Al | &Y ES First ‘4 1.80f25 Last
Training Request . ! Training Training Training Appr Requestor
Description Required Flag Completed Approver Aprv DTTM Appr Fig Approver oT™M Depts Comments Notified
FI - Individua 03112021
3=
., Fl - Departmental — 3=
2
Reports) B =
5 HR-UBM 3=
Reports
- 3 =
& Requisition Entry 3 =
6 Payment Request “ | $iH =
Lauasnod

8. To select the areas of access, click on the Request Flag column and click Save.

e Every time the Save button is pressed, notifications are sent to respective

approvers.

e The first step in the approval process is for the appropriate LFO to approve the

request for access.

< Message Catalog

9 Budget Prepara L]
10 Recrulting [
11 Criminal Backgr [
12 Dept Special Hs [
13 SACS Faculty C O
14 UBM View Acce (|
15 Payline View (Tl ]
16 Create/Submit ]
17 Approve [
18 Create Access []
19 Approval Acces (|

20 Current Year Fu O

Account Request

Message

Approval request has been sent for LFO Account Approval (98988,1)

OK

A Y @
¥ =
+ =
=]
& =]
3=
3 [=
1+ |=]
] =]
H =
& =
] =]
—~ [~
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9. The LFO will receive an email notification of the pending request.

9 Notification to LFO - Message (Plain Text)
File Message Help Q  Tell me what you want to do
- I . - tark Unre: 33 \ O
s [ 8 RAE (2 | S | B8-S | A CL 3
Q. Delete Archive  Reply Reply Forward 3 — | Move W Assign B8 Categonze ™ BAv | posd | Zoom | insights | Reply with Report
> Al e o - v B~  roliy~ M followUp~ I~ | Aloud Meeting Poll = Message ¥
Delete Respond

] Maove Tags = Editing Speech Zoom FindTime Protection

Notification to LFO

€ Reply 4 Reply A > Forward
@ orion.workflow@louisville.edu
o of W15/2021 BAT AM

o e s e e

I This is an Account Request for LFO Account Approval: |

———————————— -

Requester: [ N

Transaction Type: A

empliD: [

Go to the following URL to view and approve request:
https://fit.louisville.edu/psp/ps//EMPLOYEE/FIT/c/UL_ACCOUNT_REQUEST.L_ACCOUNT_REQUEST.GBL?Page=PAGE,l_ACCT REQ_PG&Action=C&OPRID=LLIENKO1&L_ARP_TRANS TYPE=AXEMPLID=5245623

10. The LFO can click on the link in email received and will be taken to the request (may
require ULink login).

e The LFO will then approve or deny the account request and press Save.

e The userid of the LFO will be recorded on the form along with a time/date stamp
when the request was approved.

11.When the Save button is pressed the respective notifications will go to the next step
for each process.

12. To demonstrate the workflow path, we will show how this works for Requisition Entry
(which requires training) and Financial Inquiry (which does not require training).

< Message Catalog Account Request A > @

New Window | Help | Personalize Page
Account Request

ool O —

Department: _ LDENY FLAG
Reqm‘-smr:_ B Q Created Dateftime: 01/15/2021 8.46AM
Trans Type: Add Lro approver: [N
~ILFo Acct Request Approval Flag LFO Aprval DTTM: 01/15/21 8:51:52AM
,— Personalize | Find | View Al |[EX | B First ¢ 170125 * Last
Description| T’:(']m?fd ?ﬂ“ﬂ““‘ Completed Approver Aprv DTTM ::r‘:’:i:qu ﬁ::;gll"ﬂ“{ T’“""“Vn‘}ﬁﬁ: Depts Comments zzﬁ::;‘°’
1 [FI - Individua : [ || +| =]
2F —Uc:\ar‘,mcrtl l] | + =]
3 [HR - UBM 1 I] + =]
4 |Requisition Ap,nl +| =]
5 |Requisition H": + =]
6 [Payment Requel] & =]
7 [Inquiry i & =]
Save l- e

TN

13. Note that the selected item “Requisition Entry” has the Training Required box

checked. The notification for this entry goes to the person who handles the training for
that functionality.
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UL

14. Email notification sent directly to person who handles the training for that functionality.

of Approval - Requisition Entry - Message (Plain Text)

File Message  Help Q Tellme what you want to do

= @] Eu ?’7] 5{7_] F_ 2 | B3 aveRequests Sl E]? ;?‘Mvnll‘lmao(l ’. 2 AJ) O\ » :

v > To Manager - > mm - 3 B
Q Delete Archive | Reply Reply Forward o B — | Move ©8 Assign D@ Categorize 1 Read  Zoom | Insights = Reply with Report
\v eam Email T
= Al f'[ v ™, [?,, v Policy ¥ F’ Follow Up ¥ [} v Abud Maeting Poll = Message v
Delete Respond Quick Steps (7] Move Tags K] Editing Speech Zeom FindTime Protection

Notification of Approval - Requisition Entry

@ FRYE €5 Reply ) Reply Al > Foward
orion.workflow@louisville.edu > Reply > Reply

——

I This is an Account Request for Request for Training: |

[ —————————— -

Roqua:lnr:_

Transaction Type: A

empio: I

Goto the following URL to view and approve request:

15. The selected item “Inquiry” (pic under #12) does not have the Training Required box
checked, email notification goes to the security administrator responsible for assigning
the appropriate security roles within the PeopleSoft Financials system.

Notification of Approval - Inquiry - Message (Plain Text)

File Message Help Q Tellme what you want to do
3 Y Leave Requests ~ ‘=M~ o d ; [ N
s I 5 IHFE E)}.m quests e B Tk esd | 15 N Q ;
it 4 - . ger v b Bl = e 3
foX® Delete Archive | Reply Reply Forward o & Teom Email = Move @ Assign on Categorize - Read Zoom  Insights Reply with Report
© Al e S e v [Bv Policy~ [ sollow Up ~ B~ Abud Meeting Poll | Message ¥
Delete Kl““l(ﬂd Quick Steps 5 Move Lags 5] Ed\llﬂl) Speech Zoom FindTime Protection
Notification of Approval - Inquiry
. sty © Reph % Reply All —> For voe
orion.workflow®louisville.edu ) Reply ) BeplyA Oneed
o I 1i 1/15/2021 905 Al

i ————

This is an Account Request for Complation Approval: l

e o o ———————— -

Requester: —

Transaction Type: A

emot:

Goto the following URL to view and approve request:
https://fit.lovisville.edu/psp/ps//EMPLOYEE/FIT/c/UL_ACCOUNT _REQUEST.L_ACCOUNT_REQUEST.GBL?Page=PAGE.L_ACCT REQ_PG&Acticn=C&OPRID=LLUENKO1&L_ARP_TRANS_TYPE=A&EMPLID=5245623
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16. The email notification for Training Required line items, will go to the person who
coordinates the training.

e The Approval box is available to be check as approved.

¢ Note that when the Training Required box is checked, the final approval check
box is not available until the training Completed box has been checked:

.
< Message Catalog Account Request /ﬁ\ \ o @
New Window | Help | Personalize Page ~
Account Request
ol
Department: I LIDENY FLAG
Requester: [N a Croated Date/time: 01/15/2021 E:46AM
Trans Type: | Add v LFo Approver: [
ILFO Acct Request Approval Flag LFO Aprval DTTM: 01/15/21 8:51:52AM
—F Personalize | Find | ViewAn | &% | Li¥ First ‘4 170125 Last
Training Request Traininy Training  Training Appr Requestor
Descripion o UM, FoUeSt Completed Agprover Aprv OTTR o eR Aprover DT Depts Comments frodany
1 I - Individual 0O | : + (=
2 F1 - Department : I %=
3 HR - UBM 1 1 7=
4 Requisition App E | 1 # =
5 Requisition Entt Vi : O : LR
6 [Payment Reque 1 1 +
7 Inquiry =) O 1 1 +| =
Save I. -

17.0n the below example, once the Requisition Entry training is approved and the item
“Inquiry” is complete, an email notification will be sent.

< Message Catalog Account Request /‘\ \ ]

New Window | Heb | Persong
Account Request

Sl A
Department: - [JoENnY FLAG

Requester:- Q Created Date/ime: 01/16/2021 8:46AM
Trans Type:[Add v vro approver: [N
[FILFo Acct Request Approval Flag LFO Aprval DTTM: 01/15/21 8:51:52AM
Perscnalize | Find | View All | &7 | B First ‘4 170125 Last
- Training Request - Training Training Training Appr j . Requestor
Dascription Required Fiag Compieted Approver Aprv DTTM Appr Fig Approver DTTM Depts Comments . ined
1 FlI - Individua (] 3 =
2 Fl - Department | 4=
3 HR - UBM O ] =)
0 3=

4 Requisition App
-

- — e -
01/16/2021

9:21:43AM ]
—— -

6 Payment Reque 0O .=

~ = 01/15/2021

2" Return to Search =] Notify + Add » Correct History
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UL

18. Email notification will be sent to requestor.

Notification of Approval ry = Message (Plain Text)
File Message Help Q Tell me what you want to do
\V] |v'| [V] G (¥ Leave Roquests 5 B SIMak Unread ¥ ») :}
B @] E "') «\, > E 7 ‘VA D e [ ea ! ’x r’? & ( N :
2 S o Manage v N ot gorize ¥ v
fol Déelete Archive Reply Reply Forward = Team Email = Move Assign ba Categorize Read Zoom Insights Reply with Report
o~ Al - SuFn: Sxi2 b v [Bv  poliy v [ Foliow Up ¥ Iy v Aloud Meeting Poll | Message ¥
Delete Fespord Quick Steps [} Mave oS [ Editing Speech | Zoom FindTime Protection

Notification of Approval - Inquiry

i i <) Reply <) replyAll 7 Foward
@ orion.workflow@lousville.edu ) keply ) keply

i —
IThis is an Account Request for Notification to Requestor: |

- —— ——— —————— -
Reguester

Transaction Type: A

EmplID:

Reguest approved. Go to the following URL to view request.

httos://fit.lovisville.edu/psp/ps//EMPLOYEE/FIT/c/UL_ACCOUNT_REQUEST.L_ACCOUNT REQUEST.GBL?Page=PAGE.L_ACCT_REQ_PG&Action=C&OPRID=LLIENKO1&L_ARP_TRANS_TYPE=A&EMPLID=5245623

19. An email notification is also sent to the security administrator that training is completed
for the Requisition Entry portion of the request.

Notification of Approval - Requisition Entry - Message (Plain Text)

File Message  Help @ Tell me what you want todo

o I 0 x5 RE

&

§AMark Unroad {; jo) A" Q\ g

v o (N3] 88 Catogorize ¥ [
Q Ddlote Archive Roply Roply Forward ™ Team Email s Move - Road Zoom Insights Reply with Repert
1 ™ Team Email v
o Al Ch- = - B~ - @ Folow Up - B - | Aloud Meeting Pol | Message ~
Delete Respord Quick Steps 5 Move Togs [ Editing Speech | Zoom Findlime Protecton

Notification of Approval - Requisition Entry

. ~ N “ Repl “y Reply All > Fuwand
@ orion.workflow®louisville.edu 2 Roply > Reply
~ <

o

This is an Account Request for Completion Approval: ||
o v ———————————— -

Roquostnr_

Transaction Type: A

EmplID;|

Goto the follbwing URL to view and approve request:

https://fit.louisville.edu/psp/ps//EMPLOYEE/FIT/c/UL_ACCOUNT_REQUEST.L_ACCOUNT_REQUEST.GBL?Page=PAGE.L_ACCT_REQ_PG&Action=C&OPRID=LLIENKO1&L_ARP_TRANS_TYPE=A&EMPLID=5245623
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20. The security administration will then add the appropriate security roles and check the
Completed box.

< Message Catalog Account Request

New Wincow | Help | Personalize A
Account Request
eoc o
pepartment: [ N CIoENY FLAG
Reques:eri- Q Created Date/time: 01/15/2021 8:46AM
Trans Type:| Add v LFO Approver: -
[LFO Acct Request Approval Flag LFO Aprval DTTM: 01/15/21 8:51:52AM
rersonainze | Fina | view Ar | & | = Fust 4 s orzs Last
T Request e o) Training Training  Training Appr Requestor
% raining >
Description rauning, Req lCamnl:lcdl Apcrover AorvDTTM Joinnd R ) fope Depts Comments Redues
1 Fl - Indvidua O i 1 e b
2 Fl - Department (I | 1 ¥ =
3 HR - UBM O 1 : #] |=
4 Requisition App O : 1 # =
el 01/152021 - 01/15/2021 o |
5 |Requistion Entr & : %] _ 9:35:24AM 921:43AM Y=
6 Payment Reque O 1 ] ¥ =)
017152021

s T

7 {inquiry L i __ 9:21:53AM y

21. An email notification is then sent to original requestor that the Requisition Entry
portion has been completed.

Notification of Approval - Requisition Entry - Message (Flain Text)

File Message Help @  Tell me what you want to do
= = = \
_ - ¥ Leave Requests S v T Mark Unread D ) 1
o ] O 52 |Bumea 18| [, Biirnd | 6 © | Al : ;
- 2 o Manager v A oo ive v 3,

R Deete Archive  Feply Reply Forward * B tod —  Move Assign D Chtegorize & Read | Zoom | Insights | Replywith Report

- 02 : &

© All - v [Bv | Policyv P FollowUp v B~ | Abud Meeting Poll  Message v

Delete Respond Quick Steps & Maore Tags [ Editing Speech | Zoom FindTime Pratection
Notification of Approval - Requisition Entry
" . € Reply <€ Reply Al ~3 Forward
orion.workflow@louisville.edu kil A ok

i

| This is an Account Request for Notification to Requestor: ]

o ———————— -
Reques(er:_

Transaction Type: A

emoi0: I

Request approved. Go to the following URL to view request.
https://fit.lousville.edu/psp/ps//EMPLOYEE/FIT/c/UL_ACCOUNT_REQUEST.L_ACCOUNT_REQUEST.GBL?Page=PAGE.L_ACCT_REQ_PG&Action=C&OPRID=LLIENKO1&L_ARP_TRANS_TYPE=AREMPLID=5245623

22.The above flow of email notifications will be sent when each line of the request is
designated as Completed, meaning the security roles have been added and the
appropriate level of access has been given to the individual.
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23. Notification is sent to original requester if LFO denies request:

g y

< Account Request

g —
Account Request

New Window | Help | Personaiize Pa

Account Request
e I DENIED
pepartment: I DENY FLAG
Requester: LLJENKO1 3=]le§ Created Dateftime: 01/15/2021 8:46AM
Trans Type:| Add | LFQ A
LFO Acct Request Approval Flag LFO Message
) B Fist 4 170f25 * Last
Dosarkiion ;':::'r?d ;1::»93( Conviated Noxiouet Denlal notfic as been sent for Notification 10 Requesto ) Comments Reguestor
1 Fl - Individual OK o =)
2 F1-Department +| [=
3 HR- UBM 3 =]
4 Requisition App ] =]
_ 01/1512021 01/15/2021
e N N =
8 Payment Reque &) | |
01/15/2021
il N * =
24. Email notification sent to original requestor:
AT 1=, 5 e oy T IS follow Up © o Aloud BT Mlessage =
Dedete Respond Quick Ste [ Togs [+ Editine indTime Protection
Notification of Denial
D Reply % Reply Al —> Forwarc wee

@ orion.workflow@louisville. edu
To © I

———————————————— —
I This is an Account Request for Notification to Requestor: I

[ — - ——— -
Requester:
Transaction Type: A

Request denied. Go to the following URL to view request.

https://fit.louisville.edu/psp/ps//EMPLOYEE/FIT/c/UL_ACCOUNT_REQUEST.L_ACCOUNT_REQUEST GBL?Page=PAGE.L_ACCT_REQ_PG&Action=C&OPRID=LLIENKOL&L_ARP_TRANS_TYPE=A&EMPLID=5245623
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