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    KFS Content Reviewer Request 
	User’s Name (Last, First, Middle)
	 
	
	 
	NetID
	 
	 
	 
	Today’s Date
	 

	 
	 
	 
	 

	Dept. Name
	E-mail Address
	
	
	
	
	
	 

	 
	 

	Phone Number
	
	  
	 

	 

	Name & Phone # of Person Completing Form (if different from above)


	            I understand that the data contained in KFS is confidential.  The access I am requesting is for my use in performing my job duties & responsibilities. 
            I agree that my username & password will not be shared and I am responsible for any accesses logged against my username.  In using my username
            & password, I will follow the policies & procedures of the University.  If I terminate employment with the University or my department, I will notify
            Finance Systems.


	Name of Group
ROLE#
	NetID(s)
	Org Code

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 (For more space please attach additional sheet)
_______________________________________________         _______________________________________________
Print User’s Name
User’ Signature
                                          Date

______________________________________________​_         _______________________________________________
Print Dean, Director, or Dept. Head’s Name
Dean, Director, or Dept. Head’s Signature
Date
	For Internal Use Only

	Ticket #
	E-Doc#

	Date Received
	Assigned

	Date Completed
	Completed By


Purpose: To allow departments to request configuration of the optional Content Reviewer role for the Requisition Workflow. This option is typically used when a department wants members of their department to be able to “Shop” and initiate requisitions in KFS and then have them route to a central person who is responsible for entering the account and object codes on the lines.

· If a department does not define a content reviewer and the shopper does not enter accounting lines, the requisition will route back to the shopper. If they do enter account lines, it will route to the Fiscal Officer.
· If a department defines a content reviewer and the shopper does not enter accounting lines, it will route to the content reviewer for appropriate coding and then route to the FO for approval
· If a department defines a content reviewer and the shopper enters the account lines, it will still route to the content reviewer for confirmation and then route to the FO for approval


Instructions for this form:

1. Fill in the User’s Name, NetID, Today’s Date, Department Name, Email Address, and Phone Number.

2. Specify the Name of your Group, your NetID, and your Org Code.
3. The User should read the agreement and sign and date the form.
4. The Dean, Director, or Department Head should sign and date the form.

5. [image: image3.png]Name of Group NetID(s) Org Code
Brett Paulson Abc02001 1100
Michael Virone Cde02001 1100
LanGuglietta Efg02001 1340




Return the form via campus mail to Finance Systems Unit-1112 or via fax at (860) 486-0536.
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Submit all completed forms to: Finance Systems 343 Mansfield Road - Unit 1112, Storrs, CT 06269-1112 or Fax at (860)486-0536

Last updated 12/12/2013

