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1.0 Access Request Form Overview

In order to access any PeopleSoft functionality campus users must complete a PeopleSoft (ERP) Access Request
Form. These forms are available online through the campus portal. A separate form is required for each of the
following functional areas: Human Resources, Finance, and Student Administration. Prior to accessing the
form all popup blockers must be disabled.

Who completes the ARF?
An Access Request Form can be initiated either by an individual employee or another person within the division.

When is the access granted?
Once the manager electronically approves the ARF, IT Training will assign the necessary training courses. All
training requirements must be completed before any access to PeopleSoft is granted.

& To avoid delays in access due to significant training requirements it is recommended you submit a form for
immediate access needs. Then, submit a separate form for lower priority access requests.

Please use the appropriate browser to successfully access the web based access request form:

e PC - use Internet Explorer
e MAC - use Safari

Last Revised: 3/22/11 Page 4 of 20
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To begin the process, first create a new Finance Access Request Form.

Processing Steps

Screen Shots

Step 1:
Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

P ktalLogo

Username™® |ttitan Help

Password®™

Step 2:
Next, select the Titan Online tab.

Faculty/Staff P_tal

My CSUF  Email Library Classes TitanCard Services Finance Dept Webcam
Perkins Loan CMS Docs  Web Folder Office Max  Titan Online Documents  Admin CMS  e-Content Parking

Log Out

raining Titan Apps BlackBoard Profile

Help | CSUF Home

Step 3:
Next, select My Workplace under
the eContent section.

eContent

[

I_:J:I Workplacé

@ = My Workplace provideg access to Electronic Forms,
Workflow Processes, and Reportz for Finance, Human
Resources, and Student Adminigtration.

Training Guides

=] Training Resources

Step 4:

Depending upon your access you
may see additional forms and
reports.

To access the Access Request
Form, select the IT Access
Request Form link.

@ Distributed Reports

My Workplace
B My Workplace

94 Budget Allocation & Transfer Reports @
Reports showing budget balances and transfers

2| Budget Balance Available Report @
Budget Balance Available Report - REVEMUE & EXPEMSE

A commitments Report 3
Reparts showing custam commitments

a Encumbrance/Expenditure Reports @

95 Security Reports @
Reports showing distributed security access

Reports showing summary and detail encumbrances and expenditures

Step 5:
Next, select the appropriate form for
the required access:

¢ Finance Access Request Form

@ IT Access Request Formi(s)

H[=]=

@ Campus Solutions Access Request Form @
Fj Finance Access Request Form @

Fj HR Access Reguest Form @

Last Revised: 3/22/11
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Processing Steps

Screen Shots

1
Z'SPrior to accessing the form all popup blockers must be disabled.

Step 6:
The form opens in a new window.

First, enter the Employee 1D
(CWID).

Then, tab to the next field.
Additional fields on the page will
auto populate.

Fields in green should be
completed first. This will auto
populate other fields on the form
with PeopleSoft data.

The arrow keys ( H*H) are only
used in the ERP Campus Solutions
Access Request Form.

CALIFORMNIA STATE UNIVERSITY

FULLERTON

California State University, Fullerton
Finance System Access Request Form

Employee Information

Employee ID- Campus E-mail:

(CWID) 800000000 I P!

First Marme: Last Name:

Department Name: Department ID-

Title: ‘Campus Extension:

Division: Campus Location:
Appropriate Administrator :

[T Permanent = Temporary If Temporary, List Appointment End Date:

[T Faculty [T Statf I~ Management [T Student = Other

Step 6a:

If the CWID is not listed in
PeopleSoft an error message will
pop up indicating “no matching
record found.”

To continue, select the PDF/Print

( gjpDF-"P””t) button and complete
the form manually.

Send the manually completed form
to LH-700 Attn: Security.

&
The Access Request Form

must only be completed manually if
an error occurs.

If the form populates with
incorrect personal data, contact
Human Resources.

" Launch 4] Close

Comment:

Employee Information

CALIFORMIA STATE UNIVERSITY

Employee Information

Employee ID: gpoo00000
{CWID)

Fist Name:

Department Mame:

Tille:

Message from webpag |

1 Mo matching record Found.
LI

California State University, Fullerton

FULLERTON Finance System Access Request Form

Drivesion:

Campus Location:

Note - The manual process is required for the following:

Student employees
Contractors
Temporary employees
Auxiliary

Etc.

Last Revised: 3/22/11
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Processing Steps Screen Shots
Step 6b:
S Employee Informati
If the employee has multiple jobs on :“':;I':;Z = on
. B0
campus you will be prompted to (CWID) B "} Lookup Results -- Webpage Dialog x|
choose the appropriate position for First Name: FIRST_NAME LAST_NAME DEPTNAME FUL_DIVISION_NAME US
the form.
Department Name: EE Ext
To review the position information, e Dev
select a position and click Details. e T - Information
i George Falconer  IT-Training Technology the
I- Permanent
- Faculty [ £ 4 I I _’I
Account Action Rlec
Type of Access: & :#LE?E matches were found. Please select the correct
Add  Remove
[ I~ Requ
I Requ _
r I~ Budg Details Ok Cancel
DaptlD{s) or nodes
Step 6¢:
The job details will be displayed. ) Details — Webpage Dialog ]
Select_ OK to return to the position FIRST_NAME George
selection screen. LAST NAME Falconer
DEPTMAME EE Ext Prgrms-Professional Dev
FUL_DIVISION_MAME WP Academic Affairs -NP
USERID gfalconer
PHOMNE rrr
EMAIL gfalconer@fullerton.edu —
DESCR Instr Fac,Extension Non-Credit
DEFTID 10283
FUL_DIVISION 10237
DACTTTAR Nthar LI
=D

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 6d:

When the correct position has been
identified, select the position and
click OK to continue.

Employee Information

Employee ID: ggg o

I- Permanent

[T Facury [~ ¢ 4|

(CWID) | ookup Results -- Webpage Dialog il
Fist Name: FIRST_NAME LAST_NAME DEPTNAME FUL_DIVISION_NAME US
Department Mame: EE BExt
. i Prgrms- VP Academic Affairs -
Tithe: George Falconer Prafecsional NP the
Divesion: Dev
= - IT - Information
~ George Falconer  IT-Training Technology the

Account Action Rec

A

Type of Access:
Add  Remove
[ I~ Requ
= I Requ
|l [~ Budg

Cancel

Multiple matches were found, Please select the correct
entry.

Details | ( 0K

i

DaptlD{s) or nodes

Step 7:
Next, identify the action request:

o New User
o Existing User
e Change Department

Then, select the type of access:
o Distributed User
o Central User

CALIFORNIA STATE UNIVERSITY

FULLERTON

California State University, Fullerton
Finance System Access Request Form

Employee Information

Employee ID: ggg000000
(CWID)

First Naine: Georgs

Department Name: |T-Training

Tile:  Admin Analyst’Spcist 12 Mo

Division: IT - Information Technology

7 Permanent

[T Facuty [¥ smit

l_ Temporary

[l Management

Campus E-mail: ittraining@fullerton edu

Last Name: Falconer

Department ID: 10258

Campus Extension: 7777

Campus Location: FLS-279

A

If Temporary, List Appointment End Date:  NA

™ stdent

P o Chris

I~ Other

Action Request _{choose one] " New User T Existing User {~ Change Department(s]
Type of Access: "~ Distributed User Central User

Central Users are employees that work in departments such as:
Budget Operations, Accounts Payable, Travel Operations, etc.

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 8:

Based upon the type of access
selected, the appropriate columns
become available.

Select the ‘add’ box next to each
role needed.

If necessary, you can also remove
any roles no longer required by
choosing the ‘remove’ box next to
the role.

To review role descriptions,
click the Role Description

Reference ( ﬂ) icon.

CALIFORNIA STATE UNIVERSITY

FULLERTON

California State University, Fullerton
Finance System Access Request Form

Employee Information

Emplayee ID: gn0g00000
(CWID)

Campus E-mail: gfalconen@fullerton.edu

First Name: George

Last Name: Falconer

Department Name: IT-Training

Department ID: 10258

Title:  Admin Analyst'Spelst 12 Mo

Campus Extension: 7777

Division: 1T - Information Technology

Campus Location: FLS-279

Appropriate Administrator @ Lori Arthuor

[¥ Permanent [l Temporary If Temporary, List Appointment End Date:  N/A
[T Faculty [¥ Staff [T Management I Swdet [T Other
Account Action Request (choose one) % Mew User T~ Existing User " Change Department(s)

Type of Access: {* Distributed User ™ Cantral User
Finance Distributed Roles
Fdﬂ' anw\ql Add Remove
I r Requisition Data Entry s - Revenue/Expense Reporls
[l - Requisition Approval Il - Purchasing Reports
[l [ Budget Transfer Data Approval - T My Queries
r

[~ Extended Ed

“Rote Descnplion Reference -> ﬂ

Step 9:
Next, identify the Department IDs

being requested.

Choose the Select button on the
left to enter the Department ID(s)
for Requisition and/or Reports
access.

Choose the Select button on the
right to enter the Department ID(s)
for Budget access.

Department Access

DeptiDis) or nodes to which user is
requesting access for Requisition

o
Select this button to enter
Department |Ds for Requisition
and Reports access.

DeptiDis) or nodes to which user is

Select requesting access for Budget

Select ||

Select this button to enter
Department |Ds for Budget
acCess.

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 10:

For both Select buttons, only the
Department IDs for the identified
division are listed.

Choose the appropriate
department(s) and select OK.

| CALIFORNIA STATE UNIVERSITY  Califomia State University, Fullerton
FULLERTON Finance System Access Reguest Form
Employee Information
(EE':':E:;&;E?'D' 500000000 Campus E-mail: ittrsining@fullerton du
Fust Narme: George Last Name: Falcanar
Tite: Ta]pon: 7777
piis| [Department ID Department Name q  PLS-279
F 10008 IT - Administration ) )
tor : Chris Manriquez
¢ ([ 10009 T - Administrative Computing ont End Date: 1A
¢ | 10056 IT-Academic Technology
Accou| | [T 10300 IT - Document M: kisting User {~ Ghange Department(s}
T [ Central U
™| (@ 10308 [IT - Data Center el Ueer
add | [~ 10338 1T - Instructional Support-NP
K I~ 10351 IT-Enterprise Resource Plannin [ot Reports
r asing Reparts
- I 10352 IT-Rollout rories
™ 10353 IT-Applications Services “Feola Descriplion Referance > ﬂ
[oopn| | 10354 IT-User Services [des 1o vihich user s
el (570356 IT-Training bes for Budget
lose =
i 2 F

Step 11: Identify Requisition
Requesters & Approvers
If you selected “Requisition Data

the Finance Distributed Roles
section, choose the Select button

Requisition Approver(s) or
Requisition Requester(s).

Entry” or “Requisition Approval” in

on the left to identify the appropriate

Approwvers for Reguisition Data Entry enly |

Requestors for Budget Transfer approval only

Select I

Select |

If you selected “Requisition Data Entry,” you will be identifying the Requisition
approver(s) who can approve requisitions for this user. If you selected “Requisition
Approval,” you will be identifying the Requisition Requester(s) for whom this user will

approve requisitions.

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 1la:

If you selected “Requisition Data
Entry,” a list of all Requisition
Approvers for the user’s division will
appear in a new window.

Place a check mark next to each
Requisition Approver who should be
able to approve this user’s
requisitions.

Click OK.

VAN
If the Requisition Approver

does not appear on this list, please
contact CMS Security. It may be
that the appropriate paperwork has
not been submitted to set up the
Requisition Approver.

|Select Requisition Approver(s)

| " KenaraLy

| [ Pamela Dnunmond

| ™ Marci Payne

| " Wei-Cheng Peng

| Afsaneh Tosinejad Hamedani

| " Rommel Hidalgo

| ™ Paul Levesque

| ™ Joseph Luzzi

| ¥ Michael Marcinkevicz

| ™ Amir Dabirian

| ¥ Chris Manriquez

| ™ Kerry Bover

| [T Leah Brew

al Close |

Step 11b:

If you selected “Requisition
Approval,” a search page will open
in a new window.

Enter search criteria to find the
user(s) that you wish to add.

When a search result appears, click
Add to add the user to the Selected
Users list on the right.

Click Remove next to a user in the
Selected Users list to remove them.

Click Save when you are finished
adding users.

You will only be able to select
users who are in the same division
as specified in the Employee
Information section.

Search for Users

Selected Users

First name : |Amir |

Name

|Emplu§'ee D | Action

Last name: |Dabirian

\cmsmmquez|899999999 \ Remove |

Emplovee ID : |

Search Results:

| Name |Emplu§'ee D |A(:li0|1
‘Amir Dabirian 800000000 | Add |

Save | Close |

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 12: Identify Budget Transfer

Requesters.

If you selected “Budget Transfer
Approval” in the Finance Distributed
Roles section, choose the Select
button on the right to identify the
Budget Transfer Requester(s) for
whom this user will approve budget
transfers.

Requestors for Requisition Approval only

| Requestors for Budget Transfer approval only

Select |

I Select I

Step 12a:
A search page will open in a new
window.

Enter search criteria to find the
user(s) that you wish to add.

When a search result appears, click
Add to add the user to the Selected
Users list on the right.

Click Remove next to a user in the
Selected Users list to remove them.

Click Save when you are finished
adding users.

You will only be able to select
users who are in the same division
as specified in the Employee
Information section.

Search for Users

First name : |Amir

Last name: |Dabirian

Emplovee ID : |

Search Results:

| Name |Emplu§'ee D |Al:li0|1

\Amir Dabirian 800000000 | Add |

Selected Users

| Name |E mplovee ID | Action

‘ch:ismmquengggggggg ‘ Remove |

Save | Close |

Last Revised: 3/22/11
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Processing Steps Screen Shots
Step 13: =
. 24 pOF ferintf{ ™8 Launch Close
If necessary, add any comments in P0r 4l
the ‘Comment’ field. New request for new employee. ]
Comment:
Then, select the Launch link to Employee Information H
complete processing of the form.

CALIFORNIA STATE UNIVERSITY  California State University, Fullerton
FULLERTON Finance System Access Request Form
Employea Information
Employee ID: znoo00000

(CWID) Campus E-mail: ittraining@fullerton.edu
First Name: George Last Nama: Falooner

Department Name: |T-Training Department ID: 10256

Tle:  Admin Analyst'Spolst 12 Mo Campus Exension: 7777

Division: |T - Infermation Technology Campus Location:  FLS-279

Appropriate Administrator ©  Chris Manriguez

[7 Permanent = Temporary If Temporary, List Appointment End Date:  NJA
- Faculty [¥ Staff - Managemaent T Student [T Other
[Account Action Request [choose ona) % New User T Existing User [ Change Department{s)
Type of Access: {¥ Distributed User ™ Central User
Rejected Form: SFiPoF | Fgcomplete 4] Close
* Responses: < Select a response >
If the form is rejected and returned
to the initiator: Comment: Reprocess
Delete
e The initiator can update and Page 1
reprocess the form .

e The initiator can delete the form
and start over.

Last Revised: 3/22/11 Page 13 of 20
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Once a form is complete the appropriate manager is notified via email to review the Access Request Form (ARF).

Processing Steps

Screen Shots

Step 1:

The appropriate manager receives
an email to review the Access
Request form electronically.

From: portal@fullerton. edu Sent: Wed 10/7/2009 11:02
To: nvadlakunta@fullerton. edu

Cc

Subject: Action Meeded: IT FS Access Request Form for Your Review and Approval

Chris Manriquez,

An IT Finance System access request form for Laura Leopard has been initiated and
is ready for vour review and approval. Please logon to the CSUF portal at
www.fullerton.edu and click on the Titan Online tab. Next, select My Workspace
under the eContent section and then Select My Work. For additional detailed
instructions on how to complete the process to review and accept or approve this
form, please click here. This is an automatic email, please do not reply.

Thank you.

Step 2:

Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

P ktalLogo

Username™ h-man

Password"” [gggeeesnes

Forgot your password:
Student Portal | Other Portals
Alumni: Register here

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal

Log Out

Help | CSUF Home

My CSUF  Email Library Classes TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Profile
Perkins Loan CMS Docs  Web Folder Office Max  Titan Online Documents  Admi

; e-Content Parking

Step 4:
Next, select My Workplace under
the eContent section.

eContent

:I My Workplacé
@ A My Workplace provides access to Electronic Forms,

Workflow Processes, and Reports for Finance, Human
Resources, and Student Administration.

Training Guides

Training Resources

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 5:
Then select My Work.

The pending Access Requests form
will appear.

Choose the appropriate form.

CALIFORNLA STATE UMIVERSITY, FULLERTON

My Workplace

] My Inbox

El[=]

=

15ins
2009 4:56:02 PM,

@ Joseph Luzzi Finance Access Request Form L!_,|

rainer andnas a caurrent ° sorin

ogress, [twas received on Sep 29,

Step 6:
Review the access request form.

Select the Signatures page and
certify the access is appropriate.

CALIFORMNIA STATE UNIVERSITY

California State University, Fullerton

FULLERTON Finance System Access Request Form

Access and Compliance Form

[l cartify that | have read, understood and agree to follow the Access and Compliance.

Employee Name Date
caﬁiﬁl that this access s appropriate for this individual's duties and responsibilities.
Admingstrator Name Date
Mame Date
Step 7:
Next, either “Approve” or “Reject Fe0r | B conplete ] close
the form.
P Responses:
. . . . Comment: ;I
If the request is rejected it will return =
to the form initiator.
Step 8:
Once the response is selected, click
the Complete button.
HPoF Close
Note: i
. . . . * Responses: IApprove ;I
o [f the request is rejected it will
return to the form initiator. Page 1 MM

o If the request is approved the
form will move to the next
appropriate party for processing.

@

If the request is approved by
the 1SO admin office, the manager
will be notified via email.

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 9:

The Access Request form is
approved and removed from the list
of pending ARF's.

B My Workplace

Financial

eForms - HR. ¢
eForms - Human R
My Work

'equest Form

My Workplace

@ My Inbox E@E

There are no work items to display

refresh | more...

Last Revised: 3/22/11
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If the Access Request form is initiated by someone other than the employee, the employee must review and

accept the form electronically.

Processing Steps

Screen Shots

Step 1:

Employee receives an email to
review the Access Request form
electronically.

not reply.
Thank vou.

From: portal@fullerton. edu Sent: Thu 10/8/2009 4:33 PM
To: nvadlakunta @fullerton.edu
Co
Subject: Action Meeded: IT FS Access Request Form for Your Review and Approval
-
Lyn Leopard,

An IT Finance System access request form has been initiated and is ready for your
review. Please logon to the CSUF portal at www_fullerton.edu and click on the Titan
Online tab. Next, select My Workspace under the eContent section and then select
My Work. For detailed instructions on how to complete the process to review and
accept or approve this form, please click here. This is an automatic email, please do

Step 2:

Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

Username*

Password**

P ktalLogo

|ﬂ|tan

Forgot your password:
Student Portal | Other Portals
Alumni: Register here

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal

Help | CSUF Home

My CSUF  Email Library Classes

Pethins Loan  CMS Docs  Web

Folder Office Max

Log Out

TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Profile
Titan Online Documents Admin CMS  e-Content Parking

Step 4:
Next, select My Workplace under

the eContent section.

eContent

My Workplace

Training Guides

Training Resources

@J My Workplace provides access to Electronic Forms,
Workflow Processes, and Reports for Finance, Human
Re=sources, and Student Administration.

Last Revised: 3/22/11
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Processing Steps

Screen Shots

Step 5:
Then select My Work.

The pending Access Requests form
will appear.

Choose the appropriate form.

CALIFORNIA STATE UMIVERSITY, FULLERTON

My Workplace

Iﬁl My Inbox

El=]

—

@ Joseph Luzzi Finance Access Request Form La_,|

2009 4:56:02 PM,

isins rainer and has a current s s of In Progress. It was received on Sep 29,

Step 6:
The Access Request form is
displayed.

Review the fields on the page for
accuracy.

To approve the form, select the
Signatures page.

@«

If the employee rejects the
access request form it is routed
back to the appropriate
administrator. If the appropriate
administrator agrees, he/she can
also reject the form. The rejected
form is returned to the initiator.

;gj PDF fPrint | %launch 4] Close

Comment:

Employee Inf‘ormation‘ }

Mew request for new employee.|

CALIFORMIA STATE UNIVERSITY

FULLE RTON Finance System Access Request Form

California State University, Fullerton

Employee Information

Employee ID: gno000000
{CWID)

Campus E-mail: gfalconer@fullerton.edu

First Name: George

Last Name: Falconer

Department Name: 1T-Training

Department ID: 10258

Tile:  Admin Analyst'Spclst 12 Mo Campus Exension: 7777
Division: |T - Information Technology Campus Location:  FLS-27%
Appropriate Administrator @ Lori Arthur
[7 Permanent - Temporary If Temporary, List Appointment End Date:  N/A
[T Facuty [7 Staif [~ Management I Student [~ Other
- Action e et ne) {* New User T Existing User " Change Dep )
Type of Access: % Distributed User = Central User

Finance Distributed Roles

Add Remove Add Remove
¥ [m] Requisiton Data Entry ol [l Revenua/Expense Reports
Il [ Requisiton Approval I~ Il Purchasing Reports
- I Budget Transfer Data Approval - ™ My Queries
r [T Extended Ed
“Role Description Reference -> ﬂ
Department Access

DeptlD{s} or nodas to which user is
requesting access for Reguistion

DeptlD{s} or nodas to which user is
requesting access for Budget

Select | Select |

10008,10057,10258

10008,1000%, 10220

Last Revised: 3/22/11
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Ste 7: g'_jPDFl l’f“ﬂCompIebe ] Close
. . * Responses: < Select a response > *
Electronically sign the form by =
checking the statement “| certify Comnent =
that | have read, understood and p— M 4
agree to follow the Access and
Compliance form which | signed P _ _ - ~10013+
CALIFORNIA STATE UNIVERSITY  California State University, Fullerton
when | was hired.” % FULLERTON Finance System Access Request Form
Access and Compliance Form K—

By Checklng thIS Statement your @arﬁw that | have read, understood and agree to follow the Access and Compliance form which | signed when | was hired.

. Employee Mame Melanie Smith Date 08/16/2008
name and date will auto-populate. = ,

¥ | certify that this access is appropriate for this individual's duties and responsibilities.
Administrator Name: Joe Manager Date 08/16/2009
If necessary, add any comments Name Date
into the ‘Comment’ field.
Step 8: PoF | iAgcomplete 4] Close
Next, either “Accept” or “Reject” the | |, |
Responses: < Select a response = »
form. |
Camment:
=
If the request is rejected it will return
to the form to your appropriate
administrator.
Steg 9: _a?jPD( fﬂComplet&)Gﬂ Close
To complete the approval process, =]
. C t:
select the Complete link. ommen H
Page 2 <

CALIFORNIA STATE UNIVERSITY  California State University, Fullerton
FULLERTON Finance System Access Request Form

V,I certify that | hawe read, understood and agree fo follow the Access and Compliance form which | signed when | was hired_
Employee Name Melanie Smith Date 6162005

r | certify that this access is appropriate for this individual's duties and responsibilities.

Administrator Name: JO& Manager Date 6/16/2009
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PeopleSoft ERP Finance
Access Request Form User Guide

FINAL

Processing Steps

Screen Shots

Step 10:

The Access Request form is
approved and removed from the list
of pending ARF’s.

The form is routed to the Division of
Information Technology.

The Access Request form
cannot be changed once approved
by the employee. Please contact
the 1SO security admin Pat Nelson
for assistance.

Once access has been granted, the
employee will be natified by the ISO
administrative office.

E My Workplace
Financial Ry
HR. LAPP

My Work
IT Access Request Form

@ My Inbox

My Workplace

H=S

There are no work items to display

refresh | more...

Last Revised: 3/22/11

Page 20 of 20



	REVISION CONTROL  
	Table of Contents Page
	1.0 Access Request Form Overview
	2.0 Access Request Form (ARF) Data Entry for Finance
	3.0 Manager Approval Process
	4.0 Employee Review Process

