	Financial Aid Security Access Request Form






	


	DEPARTMENT/REQUESTOR INFORMATION

	[bookmark: Text3]PS Dept. #:         
	[bookmark: Text2]PS Department Name:        

	[bookmark: Text4]Requestor Name:       

	[bookmark: Text13]Requestor Title:         

	USER INFORMATION (Individual for Whom Access is Being Requested)

	[bookmark: Text5]Employee ID:        

	[bookmark: Text6]Name (First, Last):      

	[bookmark: Text8]USER ID/Login:       
	[bookmark: Text7]UMBC Extension:       

	[bookmark: Text10]E-Mail Address (email@umbc.edu):       

	[bookmark: Check53][bookmark: Check54]Is the requested role for Primary or Back-Up? **    |_| Primary          |_| Back-up

	[bookmark: Check55][bookmark: Check56]Is the requested access for a Primary or Secondary Department?**    |_|  Primary     |_|  Secondary

	[bookmark: Check69][bookmark: Check70][bookmark: Text14]Do you have access under another department?  |_| Yes     |_| No    If Yes, please provide PS Department Number(s):       

	USER PROFILE:  briefly describe User’s job as it relates to access to HR Functional Area; 

[bookmark: Text11]     
 

	DEPARTMENT APPROVAL

	Department Head Signature:

	Date:
[bookmark: Text12]                      



	Financial Aid & Scholarships FUNCTIONAL AREA
	ROLE
	ADD
	          REMOVE

	Super User
	Director
	[bookmark: Check1]|_|
	[bookmark: Check4]|_|

	
	FA IT Support
	[bookmark: Check2]|_|
	[bookmark: Check5]|_|

	
	SA Functional Lead
	[bookmark: Check31]|_|
	[bookmark: Check32]|_|

	

	

	

	
	
	
	

	Batch Processor
	Associate Director
	[bookmark: Check11]|_|
	[bookmark: Check12]|_|

	
	Assistant Director
	[bookmark: Check57]|_|
	[bookmark: Check58]|_|

	
	Scholarship IT Support
	[bookmark: Check13]|_|
	[bookmark: Check14]|_|

	
	Scholarship Assistant Director
	[bookmark: Check15]|_|
	[bookmark: Check16]|_|

	
	
	
	

	Admin User
	Scholarships Assoc. Dir
	[bookmark: Check20]|_|
	[bookmark: Check21]|_|

	

	

	

	
	
	
	

	Counselor User
	FA & Scholarship Senior Couns
	[bookmark: Check59]         |_|
	[bookmark: Check60]                    |_|

	
	FA & Scholarship Counselor
	[bookmark: Check63]         |_|
	[bookmark: Check64]                    |_|

	
	
	
	

	

	

	
	
	
	

	Admin Asst User
	Data Processor
	
	


	
	Front Counter
	
	

	
	
	
	

	Student User
	Students
	
	



Additional Access:
Service Indicators (Service Indicator Security)
Campus Community (3C Group Security)


ROLE DESCRIPTIONS:

1.  Super User:  will have Update, Inquire and Report access to all setup tables which include Aid  Year setup, Application Processing setup, Financial Aid Term setup, Budget setup, Award setup, External Awards setup, Disbursement setup, Loan setup, Pell Grant setup, ACG/SMART Grants setup, File Management setup, Satisfactory Academic Progress setup.	
2. Batch Processor:  will have Update access to all Batch jobs in the FA Module.  This will also include all access that Counselor User and Admin User has.
3. Admin User:  Inquire access to all non-processing pages in the FA Module.
4. Counselor User:  Inquire and report access to processing aspects in FA Module.
5. Admin Asst User:  Inquire access to FA Module.  Will have update access to 3C module in Campus Community.
6. Student User:  will have all inquiry access within FA Module.  Limited access to inquiry in Admissions and Student Records Modules.


Inquire = Access to view data in PS.
Update = Can add data to existing PS records.
Report  = Ability to generate and print delivered and custom PS Reports.
Query  =  Authorized to look up data from in PS based on specifically outlined data elements. 
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