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CUNYfirst Procurement User Access Request Form - PRODUCTION
This form is required to gain access to the CUNYfirst Procurement system, and must be requested by the employee’s manager. Employees may not request access for themselves without appropriate approvals. For transfer employees, separate Procurement forms must be completed to terminate access at the original Campus and to establish access at the new Campus.
Employee Information Section
Confidentiality Statement (Must be signed by the Employee)
I understand that the data obtained from any CUNYfirst system is to be considered confidential and NOT to be shared with anyone who is not authorized to receive such data. I understand that I am individually accountable for the use of my User ID in the CUNYfirst system. Improper use of my User ID could lead to revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and regulations, and applicable collective bargaining agreements. 
Procurement Roles
*             All Requesters must also specify their Supervisor and other required attributes, see section (A) on page #2**           All Creators must also specify the requester(s) for whom these individuals are creating requisitions, see section (B) on page #2
***         All Department Approvers must also specify the department number, approval level and BU, see section (C) on page #2
Updated: 7/1/19
Additional Information for Specific Procurement Roles
Section (A) - Requesters can only have one default set of chartfields per business unit. Requesters can have only one supervisor regardless of the number of business units they will work in. Work with your manager, Budget and Purchasing Offices for assistance in completing this section.
Section (B) - As a Creator you can perform data entry on behalf of requester(s). Work with your manager for assistance in completing this section. (If there are more than five requesters, add them to the special consideration section at the bottom of page #4).
Section (C) - Department Approver is the fiscal approver for a requisition. Two department approvers are required. The same person may be a department level 1 and department level 2 approver. (If there are more than six departments, add them to the special consideration section at the bottom of page #4).
Primary Permission List and Row Level Security is Required
CUFSDPAP___          Tax-Levy ONLY
Standard Permission Lists
CUFSDPNTL___          Non-Tax-Levy ONLY
CUFSDPAP___          Tax-Levy + Non-Tax-Levy
Tax
Levy BU PR
XXXPR - Tax-Levy
CUFSDPGL___          Keep Existing (already a GL User)
Special Permission Lists
CUFSDPNTLHCSHTR    Procurement HCS/HTR Non-Tax-Levy ONLY
CUFSDPAPHTRALL       Procurement HCS/HTR Tax-Levy ONLY
CUFSDPAPGRDALL      Procurement GRD/HON Tax-Levy ONLY
Only ONE permission list is allowed for an individual. Select the appropriate check box(es) for the requested Business Unit(s).
Non-Tax
Levy BU 04
XXX04 - Child Care Center
Non-Tax
Levy BU 55
XXX55 - Non-Tax-Levy / Business Office
Tax
Levy BU PR
XXXPR - Tax-Levy
Non-Tax
Levy BU 04
XXX04 - Child Care Center
Non-Tax
Levy BU 55
XXX55 - Non-Tax-Levy / Business Office
Supervisor EMPLID Changes
Use this section to update the current supervisor EMPLID for the Requester for whom this form is being completed.
FROM
TO
N/A
N/A
N/A
N/A
N/A
N/A
N/A
N/A
Approvals and Special Considerations
NOTE#1:         Requesters, Receivers and Inspectors must obtain approval from the Business Manager at the campus.
NOTE#2:         Requisition Approvers (Supervisors, Department Level-1 and Level-2 and Category Approvers) must obtain approval                                                                         
                  from the Vice President of Administration or his/her designee at the campus.
                                  In addition, any combination requires approvals from both the Business Manager and the VP of Administration.
For Employee
Managerial Request
Campus Approvals
Central Office Approvals ONLY
Special Considerations or Comments
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