HISD Human Resources

PeopleSoft Access Request Form

Instructions

Requestor: complete
Sections 1 and 2, digitally
sign, and then email form
to your manager.

Manager reviews and, if
approved, signs and
emails to Business
Process Owner for review
and signature.

How to Submit

When Section 3 —
Approvals is complete,
email form

to HRIS@houstonisd.org.

Section 1 — About You

EMPLOYEE ID NETWORK ID FIRST NAME LAST NAME
DEPARTMENT NUMBER DEPARTMENT NAME JOB TITLE PHONE NUMBER
SELECT SELECT

Section 2 — Access Requested

PEOPLESOFT ROLES REQUESTED

DEPARTMENTS
REQUESTED

REQUESTOR’S REMARKS

SELECT

SELECT

SELECT

SELECT

SELECT

SELECT

Section 3 — Approvals

STEP 1: REQUESTOR DATE SIGNED
STEP 2: PRINCIPAL, MANAGER, OR SUPERVISOR DATE SIGNED
STEP 3: BUSINESS PROCESS OWNER DATE SIGNED

Section 4 — HRIS Review

FINAL REVIEW: HRIS REPRESENTATIVE

DATE REVIEWED

STATUS

HRIS REMARKS

Note: Incomplete forms will be returned unprocessed to the requestor.

Form rev. 5/7/2014
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How to Request PeopleSoft Access

Step 1

Complete the form and
email it to your manager.

Step 2

Your manager will review
the form, sign it, and

Step 3

The BPO will review the
form, sign it, and email it

to HRIS team for
processing.

then email it to the
Business Process Owner.
(BPO).

Step 1

Employee completes PeopleSoft Access Request form and sends to manager.

The form (sample below) is to be completed and signed electronically by employees (Requestor) requesting access to
PeopleSoft. The employee will complete Section 1: User Profile; Section 2: Access Requested; and Section 3:
Departmental Access Required.

Finally, the employee (Requestor) will digitally sign the form (see screenshots below for instructions), save a copy, and
then email the form to his/her direct manager.

Step 2

Manager reviews, signs form and emails it to appropriate BPO.

The employee’s direct manager will review the form. If she/he approves the request, the manager (Principal/
Supervisor/Manager) will digitally sign the form and then email it to the appropriate BPO (business process owner)
according to the employee’s business area — see chart:

If tl'!e employee s. The manager should at the following email address:
business process is... send the form to...
Payroll Mary Perosa MPEROSA®@houstonisd.org
Bridget Moore BMOORE1@houstonisd.org
T&L Mary Perosa MPEROSA®@houstonisd.org
Benefits Brad Bailey BBAILEY@houstonisd.org
Compensation Audrey Gomez AGOMEZ@houstonisd.org
Budget Glenn Reed BREED@houstonisd.org
Tony D’Angelo ADANGELO@houstonisd.org
Security Admin Lisa Wright LWRIGHT9@houstonisd.org
Human Resources Karen Twymon KTWYMON@houstonisd.org

Step 3

BPO reviews and signs form and emails it to HRIS@houstonisd.org.

Finally, the BPO will review the form. If the BPO approves the request, the BPO will also digitally sign the form and then
email it to HRIS@houstonisd.org for processing. They should sign at the bottom, in the Business Process Owner field.
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HISD Human Resources

How to Digitally Sign this Form

Click the field you want to sign.

Section 3 — Approvals

STEF 1: REQUESTCOR DATE SIGNED

Unsigned signature field {Click to sign)

STEF 2: PRINCIFAL, , DATE SIGNED
STEP 3: BUSINESS PROCESS OWNER DATE SIGNED

Already have a Digital ID?
Your Digital ID should appear
automatically.

Click Sign to sign the document.

sign A | B - @
Certificate Issuer: Jane Doe

Sign Document ﬁl

Appearance: ’ Standard Text - l

Digitally signed by Jane Doe I
J a n e DN: cn=Jane Doe, c=Houston
15D, ou=Human Resources,

email=HRIS@houstonisd.ora, (@

D O e c[ﬁés 2014.05.02 16:50:01

-05'00
Sign ] [ Cancel

Need a Digital ID? Add Digital ID [
If this is your first time using a Digital ID, i
the Add Digital ID box Wl” appear Iwant to sign this document using:

() My existing digital ID from:

@ A file

Select | A roaming digital ID accessed via a server

A new digital ID | want to create now.

Click Next.

A device connected to this computer

@ A new digital ID I want to create now
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Select Windows Certificate Store. Add Digital ID =)

Chck Next again Where would you like to store your self-signed digital ID?

() New PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This commean digital ID file format is supported by most security software applications,
including major web browsers, PKC5#12 files have a .pfx or .pl2 file extension.

(@ Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows legin.

e ] (]

Enter the following information: [ Ada Digital 0 (o3|

° Na me Enter your identity information to be used when generating the self-signed certificate,

° Organizational Unit Mame (e.g. John Smith): |Jane Doe
(yOur CampUS/depa rtment) Organizational Unit: |Human Resources

Organization Name: |Houston 15D

b organlzatlon Name Email Address: FiRIS@houstonisd.org
(Houston ISD)

Country/Region: [US - UNITED STATES v]

. [T Enable Unicode Support
o Email Address e Teede mepe

(your @houstonisd.org email)

Key Algorithm: [1024-bit RSA v]

Use digital ID for: ’ Digital Signatures and Data Encryption v]

Leave the other fields alone.

<Back | [ Finsh |

Click Finish.
You’ve now created a Digital ID.
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Click Sign to sign the document with your Sign Document ﬂw
Digital ID.

sign s | BN - @
Certificate Issuer: Jane Doe

Appearance: ’ Standard Text vl

Digitally signed by Jane Doe I
J a n e DN: cn=Jane Doe, oc=Houston

15D, ou=Human Resources,

email=HRIS@houstonisd.org, (@

D O e B—;%S 2014.05.02 16:50:01

-05'00°

| sign || Concel |

You’'ll be asked to save a copy of the form

. .
you've just signed. Sevorr: | Desiop 02 m

=3 (=2 Libraries Steffler, Alexander M
e ‘
' } System Folder )& System Folder
Recent Places Jua—‘ ! !
- [ ] Computer ; Network
. Systemn Folder Systemn Folder

;
S

m

Desktop
— I Microsoft Office Adobe Acrobat XI
_ E'a File folder ’ File folder
Ly r
Libraries
| Contact card i l EQY Forms
ﬂ;l | File folder i File folder
-
Computer | Errors | Files
[ L File folder [ L File folder
“w
Netw-ork L RAiA Vmar Chrmbna~l-  TRITH (] Ml A dalm Fmrmnr kv
File name: PeopleSoft Access Request Form SEREAREERAR PSR pdf Save
Save astype: [Mobe PDF Files (" pdf) v] [ Cancel ]

After saving, your signature will appear on .
&Y & PP Section 3 — Approvals
the document.

STEP 1: REQUESTOR DATE SIGNED

Dipkaity signed by Jane Doe

Jane Doe  zomeseemmees o0 9 9014

Dabe: 20114.05.02 185107 0500

STEP 2 PRINCIPAL, Mlyalid signature jJJPERVISOR DATE SIGNED

STEP 3: BUSINESS PROCESS OWNER DATE SIGNED
-
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