
Phoenix Security Application Form

	New Addition

 FORMCHECKBOX 

FN

 FORMCHECKBOX 

HR

 FORMCHECKBOX 

Both
	Change of Information

 FORMCHECKBOX 

FN

 FORMCHECKBOX 

HR

 FORMCHECKBOX 

Both
	Deletion

 FORMCHECKBOX 

FN

 FORMCHECKBOX 

HR

 FORMCHECKBOX 

Both

	Agency Name:
	     
	Agency Number:
	   

	Population Access(es):

(HRMS only)
	     
	
	     
	Social Security Number or Employee ID No.:

(HRMS only)
	 
	 
	 
	(
	 
	 
	(
	 
	 
	 
	 

	
	     
	
	     
	
	
	
	
	
	
	
	
	
	
	
	

	 FORMCHECKBOX 
  Temporary Employee
	Expiration Date of Temporary Employee:
	     
	Mother’s Maiden Name or Initial Password:
	     

	Employee Name:
	     
	
	     
	
	     

	
	Last
	
	First
	
	M. I.

	Employee Business Mailing Address:
	     

	
	     
	
	     
	
	     

	
	City
	
	State
	
	Zipcode

	Employee Email Address:
	     
	Employee Phone:
	     
	Fax:
	     

	Supervisor Name:
	     
	
	     
	
	     
	
	     

	
	Last
	
	First
	
	M.I.
	
	Phone

	Supervisor Signature:
	

	
	
	
	
	
	
	
	

	**Employee Phoenix ID:
	     
	

	(If you access the Phoenix system through Citrix, the Phoenix ID will also serve as your Citrix ID followed by underscore FN for Financials or underscore HR for HR databases.  ID LIMIT IS 6 – 8 CHARACTERS (A-Z AND/OR 0-9), THE FIRST CHARACTER MUST BE ALPHA.)

	Employee Job Title:
	     

	Operator Class Access:  (see page 2 to use the check-off list or enter operator class code(s) below)

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     

	     
	
	     
	
	     
	
	     

	QUERY ACCESS:
	Financial   FORMCHECKBOX 

	

	Agency Security Officer Name:
	
	     
	
	     
	
	     

	
	
	Last
	
	First
	
	M.I.

	Agency Security Officer Telephone Number:
	     

	Agency Security Officer Signature:
	

	Signature of Security Officer and Supervisor acknowledges application, receipt for ID, password and an understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16 of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all other applicable computer/information laws.

	Employee Signature:
	
	Date:
	     

	

	

	INSTRUCTIONS FOR RECEIVING PROPER ACCESS/CONNECTIVITY

	1. Complete the entire three (3) page Security Application form, where applicable.

	2. Obtain approval from your Agency Security Officer.

	3. Mail forms to:  Office of Information Security, 200 Piedmont Avenue, Suite 1404 West Tower, Atlanta, GA  30334, Attention:  Bob Evans  or Patty Hollis.

	4. Phoenix Security administrators process application and an email or fax confirmation document is sent to your Agency Security Officer.

	If the requested Phoenix ID is a duplicate or invalid, the Phoenix security administrator will change your ID and notify your Agency Security of the change.

	PHOENIX OPERATOR CLASS CHECK-OFF LIST

	Check all that are applicable.

	FINANCIAL OPERATOR CLASSES

	
	Asset Management
	
	Accounts Payable
	
	Accounts Receivable

	 FORMCHECKBOX 

	
	MAAMINQ1
	 FORMCHECKBOX 

	*
	MAAPDTE1
	 FORMCHECKBOX 

	*
	MAARDTE1

	 FORMCHECKBOX 

	
	MAAMPR2B
	 FORMCHECKBOX 

	
	MAAPINQ1
	 FORMCHECKBOX 

	*
	MAARDTE2

	 FORMCHECKBOX 

	
	MAAMPRP1
	 FORMCHECKBOX 

	
	MAAPPAY1
	 FORMCHECKBOX 

	
	MAARINQ1

	 FORMCHECKBOX 

	
	MAAMPRP2
	 FORMCHECKBOX 

	
	MAAPPAY2
	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 

	
	MAAMPRP3
	 FORMCHECKBOX 

	
	MAAPRCN1
	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 

	
	MAAMSPV1
	 FORMCHECKBOX 

	*
	MAAPSPV1
	 FORMCHECKBOX 

	
	

	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	*
	MAAPVND1
	 FORMCHECKBOX 

	
	

	
	General Ledger
	
	Special App Req’d from FSS
	
	Purchasing

	 FORMCHECKBOX 

	
	MAGLBCC1
	 FORMCHECKBOX 

	
	MAAPDTP1
	 FORMCHECKBOX 

	*
	MAPOAAP1

	 FORMCHECKBOX 

	
	MAGLBCI1
	 FORMCHECKBOX 

	
	MAAPSPP1
	 FORMCHECKBOX 

	
	MAPOBDGT

	 FORMCHECKBOX 

	
	MAGLBCS1
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	*
	MAPOBYR1

	 FORMCHECKBOX 

	
	MAGLBPS1
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	MAPOCAP1

	 FORMCHECKBOX 

	
	MAGLCOR1
	
	Labor Distribution
	 FORMCHECKBOX 

	*
	MAPOINQ1

	 FORMCHECKBOX 

	
	MAGLINQ1
	 FORMCHECKBOX 

	
	MALDDTE1
	 FORMCHECKBOX 

	*
	MAPOREC1

	 FORMCHECKBOX 

	
	MAGLMTC1
	 FORMCHECKBOX 

	
	MALDMGR1
	 FORMCHECKBOX 

	
	MAPOREQ1

	 FORMCHECKBOX 

	
	MAGLSPU1
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	MAPOPOS1

	
	DTAE ONLY
	
	DOT ONLY
	
	State Purchasing ONLY
	
	
	

	 FORMCHECKBOX 

	
	MALDMGR2
	 FORMCHECKBOX 

	**
	MAPCALT1
	 FORMCHECKBOX 

	
	MAAPVCO1

	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	**
	MAPCBIL1
	 FORMCHECKBOX 

	
	MAAPVCO1

	  FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	**
	MAPCINQ1
	 FORMCHECKBOX 

	
	MAAPVND2

	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	**
	MAPCMGR1
	 FORMCHECKBOX 

	
	MAPOBYR2

	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	MAPOITM1

	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	MAPORLS1

	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	MAPOSPT1

	
	All FN Modules
	
	Small & Minority Bus. ONLY
	
	Central Supply ONLY
	
	
	

	 FORMCHECKBOX 

	
	MARPTORD
	 FORMCHECKBOX 

	
	MARPTSMB
	 FORMCHECKBOX 

	
	MAPOITM2

	HRMS OPERATOR CLASSES
	
	
	
	
	
	
	
	MAPOITM2

	
	Benefits
	
	Human Resources
	
	Payroll

	 FORMCHECKBOX 

	
	MABEADM1
	 FORMCHECKBOX 

	
	MAHRACD1
	 FORMCHECKBOX 

	
	MAPYADD1

	 FORMCHECKBOX 

	
	MABEECC1
	 FORMCHECKBOX 

	
	MAHRALU1
	 FORMCHECKBOX 

	
	MAPYAPY1

	 FORMCHECKBOX 

	
	MABEGDE1
	 FORMCHECKBOX 

	
	MAHRASP1
	 FORMCHECKBOX 

	
	MAPYBKR1

	 FORMCHECKBOX 

	
	MABELHE1
	 FORMCHECKBOX 

	
	MAHRCPR1
	 FORMCHECKBOX 

	
	MAPYCHK1

	 FORMCHECKBOX 

	
	MABELPC1
	 FORMCHECKBOX 

	
	MAHRDC1
	 FORMCHECKBOX 

	
	MAPYDDP1

	 FORMCHECKBOX 

	
	MABELUE1
	 FORMCHECKBOX 

	
	MAHREDR1
	 FORMCHECKBOX 

	
	MAPYDED1

	 FORMCHECKBOX 

	
	MABELUE2
	 FORMCHECKBOX 

	
	MAHREP1
	 FORMCHECKBOX 

	
	MAPYGAR1

	 FORMCHECKBOX 

	
	MABEPEC1
	 FORMCHECKBOX 

	
	MAHRHIR1
	 FORMCHECKBOX 

	
	MAPYNEW1

	 FORMCHECKBOX 

	
	MABEPLG1
	 FORMCHECKBOX 

	
	MAHRPB1
	 FORMCHECKBOX 

	
	MAPYPAY1

	 FORMCHECKBOX 

	
	MABEPLR1
	 FORMCHECKBOX 

	
	MAHRPB2
	 FORMCHECKBOX 

	
	MAPYPLM1

	 FORMCHECKBOX 

	
	MABEPLT
	 FORMCHECKBOX 

	
	MAHRPCA1
	 FORMCHECKBOX 

	
	MAPYPST1

	 FORMCHECKBOX 

	
	MABESDC1
	 FORMCHECKBOX 

	
	MAHRPM1
	 FORMCHECKBOX 

	
	MAPYPTS1

	 FORMCHECKBOX 

	
	MABESEC1
	 FORMCHECKBOX 

	
	MAHRRVW1
	 FORMCHECKBOX 

	
	MAPYRDE1

	 FORMCHECKBOX 

	
	MABETRM1
	 FORMCHECKBOX 

	
	MAHRSD1
	 FORMCHECKBOX 

	
	MAPYREV1

	 FORMCHECKBOX 

	
	MABEVEB1
	 FORMCHECKBOX 

	
	MAHRTA2
	 FORMCHECKBOX 

	
	MAPYRPD1

	 FORMCHECKBOX 

	
	MABEVLB1
	 FORMCHECKBOX 

	
	MAHRTR1
	 FORMCHECKBOX 

	
	MAPYSBD1

	 FORMCHECKBOX 

	
	MABEVPC1
	 FORMCHECKBOX 

	
	MAHRVHR1
	 FORMCHECKBOX 

	
	MAPYTAX1

	 FORMCHECKBOX 

	
	MABEVPE1
	 FORMCHECKBOX 

	
	MAHRVHR3
	 FORMCHECKBOX 

	
	MAPYVPY1

	
	
	
	 FORMCHECKBOX 

	
	
	 FORMCHECKBOX 

	
	
	


(*) Operator Preferences must be completed on Page 3.

(**) DOT Operator Preferences must  be completed on Page 3.

FINANCIAL MODULE SPECIFIC USER INFORMATION

 FORMCHECKBOX 

If none of the information listed below applies to your Phoenix Security request, check here.
VENDOR ACCESS
Will this user be entering new vendors into the system?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

PURCHASING
Authorized Locations (Origins):

	     

	     

	Default Ship to Address:
	     

	
	     
	
	     
	
	     

	
	City
	
	State
	
	Zipcode

	Default Origin (Location) Code:
	     
	

	General Access -  User will need access to the following panel groups.  Please check all that apply.

	 FORMCHECKBOX 

	Create State Requisitions
	 FORMCHECKBOX 

	Create or Approve Receipts

	 FORMCHECKBOX 

	Create Purchase Orders
	 FORMCHECKBOX 

	Approve Requisitions or Purchase Orders

	 FORMCHECKBOX 

	Create RFQ's/Request for Quote
	 FORMCHECKBOX 

	Inquiry (All of the above-Display only mode)


Roles - Check all that apply:

	 FORMCHECKBOX 

	Requester:  User may create state requisitions (requisitions sent to State Purchasing for processing) and their name will appear on the state requisition as "requester".

	 FORMCHECKBOX 

	Buyer:  User may create state requisitions and purchase orders.  User's name will appear on purchase order as "buyer".

	 FORMCHECKBOX 

	Approver:  User generally does not create documents, but will approve requisitions or purchase orders created by others.


Approval Type - Check all that apply:

	 FORMCHECKBOX 

	Approver 1-Up to 2,499
	 FORMCHECKBOX 

	Approver 2-Up to 9,999
	 FORMCHECKBOX 

	Approver 3-Up to 999,999,999
	 FORMCHECKBOX 

	Chartfield


ACCOUNTS PAYABLE

	Origin (enter your site ID number or ONL for online)
	

	
	

	What functions can this user perform?  Check all that apply:



	 FORMCHECKBOX 

	Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).  The Scheduled Payment Date is scheduled by the system based on Payment Terms & Invoice Date.

	 FORMCHECKBOX 

	Authority to Override Match (enables the operator to approve voucher(s) without going through the matching process even if PO is set up to require a match).


ACCOUNTS RECEIVABLES
	Payment Worksheet:
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	Underpayment Write-Off

	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	Overpayment Write-Off

	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	Item Write-Off


DEPARTMENT OF TRANSPORATION OPERATORS ONLY

PROJECT COSTING

All Department of Transportation Project Costing operators must be assigned to the appropriate RAX analysis group class.  Select one from the following:

	 FORMCHECKBOX 

	D.O.T. Inquiry Users only (RAX48400)

	 FORMCHECKBOX 

	D.O.T. Allotment Group (RAX48402)

	 FORMCHECKBOX 

	D.O.T. Federal Billing Group (RAX48403)

	 FORMCHECKBOX 

	D.O.T. Budget Group (RAX48404)

	 FORMCHECKBOX 

	D.O.T. Managers (RAX48405)


- 1 -
Revised:  03/28/07

