University of Massachusetts Amherst

Human Resources Access Request Form

Employee Name HR Employee ID Employee Job Title

Dept. Name Email Address

UMass Employee [ Student Employee [J Consultant or Temporary [

| have never had access (New User) [0 | had access but have changed departments [1 | need additional access [

Please briefly describe why you need access to Human Resources (HR) data:

Type of HR access needed (check all that apply)

HR Administrator Time and Labor EPAF
View/Inquiry |:|: Self-Service |:| Initiator |:| Dept. Head |:| Pl |:|
Student Hire [] Timekeeping O View only O Dean/Director O
Manager Approver E

Additional Role:

List the MBU or individual Department ID(s) you need access to: | |f requesting Timekeeping, list the Group ID(s) for which you will
be entering time for:

Access Responsibilities & Signatures

Department Head - | authorize the above-named employee to have HR access for the purposes of fulfilling his or her job
responsibilities. In the event the individual leaves the department, | understand that | must promptly notify Human Resources so
the access can be terminated immediately.

Authorized and approved by (Department Head) Signature Date

E-sign or wet signature

Employee - The PeopleSoft Human Resources Management System (HRMS) is to be used solely by those who are granted access,
for the purpose of conducting official University business and performing assigned job duties. | accept responsibility for maintaining
the confidentiality of the data which | am authorized to view/update and understand that my HRMS Operator ID/Password should
not be shared with anyone else. It is the responsibility of those who are given HRMS access, to comply with University’s Fair
Information Practices Regulations (FIPR). Violations may result in suspension and/or termination from employment with the
University. | understand and will abide by all applicable “University Acceptable Data Use” policies, including the following:

e  Amherst Campus Acceptable Use Policy https://www.umass.edu/it/security/acceptable-use-policy

e Board of Trustees Use Policies https://www.umassp.edu/bot/policies

If the Amherst Campus File Custodian has additional policies for usage of the data, | will abide by those policies. | also understand
that any login ID/passwords | use to access University data is confidential, should not be shared, and that | am responsible for
creating secure passwords.

Employee Signature: Signature Date
E-sign or wet signature

For HR Direct training please create a salesforce/ Ask HR case, Topic: “HR Direct Training”

Completed & signed requests should be sent to HR Data Custodian, Division of Human Resources, 325 Whitmore

Administration Building or by creating a salesforce/ Ask HR case, Topic: “HR Direct Security” (Faxed copies are not
acceptable)

HR Data Custodian Approval Signature Date

2024


https://www.umass.edu/it/security/acceptable-use-policy
https://www.umassp.edu/bot/policies
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fumass.tfaforms.net%2Ff%2Faskhr&data=05%7C02%7Cpsoleima%40admin.umass.edu%7C1cc2d00035e44c53a90708dc0e2be4a2%7C7bd08b0b33954dc194bbd0b2e56a497f%7C0%7C0%7C638400828875427044%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1kFGzpiELXk0GKiBU77U3UVB6j%2FT00NOI9vP6blkrCA%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fumass.tfaforms.net%2Ff%2Faskhr&data=05%7C02%7Cpsoleima%40admin.umass.edu%7C1cc2d00035e44c53a90708dc0e2be4a2%7C7bd08b0b33954dc194bbd0b2e56a497f%7C0%7C0%7C638400828875427044%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1kFGzpiELXk0GKiBU77U3UVB6j%2FT00NOI9vP6blkrCA%3D&reserved=0

	Please briefly describe why you need access to Human Resources (HR) data:
	Employee Signature:   Signature Date
	Completed & signed requests should be sent to HR Data Custodian, Division of Human Resources, 325 Whitmore Administration Building or by creating a salesforce/ Ask HR case, Topic: “HR Direct Security” (Faxed copies are not acceptable)




Accessibility Report





		Filename: 

		HR Access Request (Fillable)-.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 0



		Passed: 30



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Passed		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

	Employee Name: 
	HR Employee ID: 
	Employee Job Title: 
	Dept Name: 
	Email Address: 
	Additional Role: 
	List the MBU or individual Department IDs you need access to: 
	If requesting Timekeeping list the Group IDs for which you will be entering time for: 
	Employee Signature Date: 
	HR Data Custodian Signature Date: 
	Department Head Signature Date: 
	View/Inquiry: Off
	Self-Service: Off
	Timekeeping: Off
	Student Hire: Off
	Manager Approver: Off
	ePAF Initiator: Off
	ePAF View Only: Off
	ePAF Dept: 
	 Head: Off

	ePAF Dean/Director: Off
	ePAF PI: Off
	Relationship: Off
	Prior access: Off
	Text1: 


