University of Alberta/Olds – Supply Management Services (SMS)
Request to Add/Delete Access to Online T & E Adjusting Entries

	INSTRUCTIONS

	· Use this form to request access to (or to delete access to) Online T & E Adjusting Entries.  
· This form requires the approval of the faculty/department SFO and SMS Travel Management.
· The SFO must ensure any staff member for whom access is being requested is trained prior to using Online T & E Adjusting Entries. Training will be available through Self-Service Center > Training Resources (Financials Online Training) 
· All fields below are mandatory and must be completed in order to avoid processing delays.
· Forward completed form to SMS, Travel Management email: smstrvl@ualberta.ca
· TCS will notify the staff member when the Online T & E Adjusting Entries access has been set up.

	
	
	

	Description of Role                                                    
	Technical Description
	

	Travel & Expense Adjusting Entry
	ZEX_ADJUSTING_ENTRY
	     

	

	Staff Member Information

Campus Computing ID (CCID)
	     
	
	Emplid
	
	     

	This is required prior to PeopleSoft access being granted

	

	Last Name
	
	     
	
	First Name
	
	     

	

	Department ID
	
	     
	
	Department Name
	
	     

	

	E-mail address
	
	______________________
	
	Office Phone #
	
	_____________________________

	 FORMCHECKBOX 
 Delete Staff Member Access 
	
	

	 FORMCHECKBOX 
 Add Staff Member  Access 

	APPROVALS
	
	

	
	Senior Financial Officer
	
             Name (printed)                                                Signature                                                       Date

	
	E-mail approved form to smstrvl@ualberta.ca

	
	SMS, Travel Management
	                                                                                   Processed by                                                  Date

	TCS SECURITY ADMINISTRATOR
	
	
	
	

	                                                                                                                                                 Processed by                                                     Date                      

	PRIVACY STATEMENT: Any personal information provided on this form is collected under the authority of section 33(c) of the Alberta Freedom and Protection of Privacy Act to authorize access to University of Alberta Administration Information Systems. For information about the collection and use of this information contact the FOIPP Liaison Officer, Administration Information Systems, Room 200 Enterprise Square, 10320 Jasper Avenue, University of Alberta, T5J 0B2, phone 780-492-7128 fax 780-492-2371.



Revised 8/26/16 SMS

