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DEFINE Central User Access Form
Instructions: Use this form to create a new DEFINE user ID, make changes to, or delete access by a central processing area user. Print the 
completed form and obtain the required signatures. Send the original, signed form via campus mail to DEFINE Administrative Services, 
MB 3.108. For urgent requests, fax the signed form to 210-458-7434 and send the original via campus mail. For assistance, call 210-458-4556,  
210-458-4346 or refer to the DEFINE Central User Access Guide at: 
C:\Documents and Settings\JPD393\Desktop\UTSAlogos\PMSBlue294\UTSAbluelogo.jpg
User Information 
(if available)
NOTE: A UT EID and password activation is required for DEFINE access.
Do you supervise staff?
Processing Areas
Accounting (0250ADM) Desks:   
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Accounting (0250GEN) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Budget (0235BUD) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Central Services (8620CRD) Desks:    
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Central Vouchering (0250CVO) Desks:   
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Disbursements & Travel (0250VOU) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Grants and Contracts (0250CNT) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Inventory (0241INV) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Payroll (0255PAY) Desks:
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Personnel (0260PER) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
Purchasing (0270PRO) Desks: 
Central Processing Area Owner: By signing below, I acknowledge the user listed above has the job responsibility to perform the administrative functions as authorized on this DEFINE security access form. I will assure the individual is properly trained and take responsibility to initiate DEFINE security maintenance should the individual no longer have a business reason for DEFINE access, or resigns/terminates his/her employment at UTSA. 
User Acknowledgement: By signing below, I acknowledge I understand that I will (a) abide by all policies and procedures
of the university in regards to my use of the DEFINE system and (b) I have or will receive training on the functionality for which I 
am receiving security access to DEFINE.
Asst. VP Financial Affairs and Controller: By signing below, I acknowledge the request of authorization for an individual 
within the Central Processing Areas. I have reviewed the request and determined the appropriateness of the request. 
Certification
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