
 

 

PeopleSoft HCM (Human Capital Management) 
Security Request Form 

 
 
 
 
 
 
 
 
 
 
 
 

Model requested HCM access after:   Model BGSU Username:  _____________________________________ 
 

User’s Role Access: multiple roles can be selected. 
(Note: If access is modeled after another user, the following box can be left blank.) 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

                                           Time & Labor Supervisors and Timekeepers  
                                                            
TL_SUPERVISOR (approve reported time)             TL_TIMEKEEPER (time admin create/edit payable time     
                                    
                                       TRAINED BY: __________________________ DATE:______________ 
**If either role is selected, you must specify the department(s) that you will be approving/administering, in the lines, below.

 
 

 

If your request criteria are not included above, please indicate the appropriate information here.   
In addition, please use this space indicate justification for requests that may be out of the ordinary for a given 
position. 
 

 
 
 
 
 

User Identification 
 
Name _______________________ __________________ ______ 
 (Last)    (First)    (M.I.) 
 
BGSU Username __________________________  BGSU ID#: ____________________ 
Job Title:  ______________________________ Faculty    Administrative    Classified    Student    
College/School/Dept: ______________________  Phone: ______________   NLSA: ___________ 

Authorization Requested (Check one): Add   Remove       Change     

**______________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
 

HR Approval Req. Payroll Approval Req. Benefits Approval Req. E_HIRE_DEPT    
         Dept. Student hires via E-Hire  
HR_VIEW     PY_VIEW     BN_VIEW       
HR View Only  PY View Only  BN View Only  EHIRE_SES    
HR_STAFF     PY_STAFF     BN_STAFF     Student Service E-Hire  
HR Staff      Payroll Staff  Benefits Staff  SES_GRAD    
HR_MANAGER   PY_MANAGER    BN_MANAGER     Hire/addnl Job for SES and Grad. 
HR w/ setup  PY w/ setup  BN w/ setup  SES_STUDENT   
   TL_ADMIN              Student Worker 
   All TL access 
   TL_PAYROLL      
   TL Payroll Processes 
 
BUDGET     MANAGE_LEAVE    APP_TRACK     ITS_ONLY_ROLES    
Budget Administrator  Manage Leave  Applicant Tracking  **Specify roles required below 

Query Access: Execute        Create/Execute     



 

 Updated: 11/9/10    Submit completed form to Donna Wittwer in Human Resources/Research Park         

Reviews and Approvals 
          Date 
 
Signature of Applicant *  _________________________________              __________  
* By completing and submitting this Security Request Form I am reconfirming that I agree to abide by the BGSU 
Information Technology Policy http://www.bgsu.edu/offices/cio/page32228.html and the Bowling Green State 
University Code of Ethics and Conduct http://www.bgsu.edu/downloads/bgsu/file11663.pdf as originally agreed to 
upon receiving my BGSU account. 
 
Signature of Manager _________________________________ __________ 
 
 Email address  _________________________________ 
         
HCM Review        Denied? 
Contact Approvals   
 Payroll  _________________________________        ___________ 
 HR/Benefits _________________________________        ___________ 
 
For denied requests, HCM Review Contact will indicate any approved access roles, as well as the reason 
for denying other roles below.  (Note: Any approved roles will be created as requested.) 
 
 
 
 
 
 
 
 
 

If Manager desires appeal, please indicate reasoning below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

   Gra nted  Deni ed (Send email message to Manager) 
Appeal Disposition                   
         Date 
Appeals Representative  ____________________________________ ____________  
 
Rationale: ____________________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________ 

PeopleSoft Security Updated        
Disposition email message sent       Date 
 
Security Administrator _________________________________  ___________ 
Any ITS-only roles will be indicated below (SETUP_VIEW, ITS_VIEW_ONLY, SQL_PLUS, 
ProcessSchedulerAdmin, Security_Admin) 
Notes:  ______________________________________________________________________________ 
_____________________________________________________________________________________
_____________________________________________________________________________________ 
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