UWPC Student Appointment/Payroll System

REQUEST TO AUTHORIZE ASSIGNMENT OF SECURITY PROCESS

Objective:
Specific individuals at the campus or division level will be given authorization to assign security profile and UDDS population authorizations for the UWPC Student Appointment/Payroll System to users at their respective campus/division/department. This procedure outlines the steps involved in requesting this authorization, which requires the completion of the UWPC Student Appointment/Payroll System Request to Authorize Assignment of Security form (Form UW1481).
Frequency:
Form UW1481 needs to be completed for each individual at the campus/division/department level who will be assigning security profile and UDDS population authorizations for the UWPC Student Appointment/Payroll System, or if assignment of security is being removed from authorized individual.  Individuals requesting this authorization must have a 3-character logon ID and password to the UWPC Student Appointment/Payroll System; if not, Form UW1321 will need to be completed first.
Information Needed:
Individuals requesting authorization to assign security profile and UDDS population authorizations need to complete Form UW1481 in its entirety.

1. Complete information on the individual requesting this authorization – Name, SSN, Person ID, Dept Name, Dept UDDS, Dept Address, Dept Phone Number, Dept Email Address and Logon ID.

2. Indicate the campus code(s) this individual is authorized to assign security profiles for.

3. Indicate the UDDS population(s) this individual is authorized to assign to users.  The UDDS values can be at any level – campus, division, department or subdepartment.  Multiple UDDS values can be authorized.  Enter the UDDS level values appropriately; for example, if an individual can assign UDDS population authorization for any UDDS that starts with A03 – just enter A03 as the UDDS level – do not enter every UDDS that begins with A03.

4. Obtain signatures (employee, supervisor, and dean/director).  
Processing Steps:
1. Complete Form UWPC1481 and obtain signatures as noted above. 

2. Submit or fax the completed form to UWPC Processing Center (address and fax number on form).

3. UWPC Processing Center will verify signatures are those of authorized individuals,   check the individual’s SSN and Person ID are correct, and review the position(s) the requesting individual holds - to ensure the request for assigning security seems to be in line with the position(s) the individual holds.

4. Once the above is verified, UWPC Processing Center will process the request, and the individual requesting this authorization will be notified by email.  This may take up to 5 days to complete.

5. UWPC Processing Center will keep the completed form on file for audit purposes.

