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Instrucaccess will be replaced with this new security.
4. Print a hard copy with applicant name, have applicant sign and date the Required Approvals section (pg. 8)
5. Route completed form to applicant’s department head for signatures.

 

Security Approvers1. Review requested access
2. Print your name, sign and date the appropriate area in the Required Approvals section (pg. 8)
3. Enter an ‘X’ in the Request Approved or Request Denied box
4. Route the form to the approver for the next area where access has been requested. If no additional approval is required, route the form to:

foitsecurity@northwestern.edu

 

                                                    

REQUEST TYPE (Check all that apply)  
To add a user, select the appropriate box(es) below, then complete section(s) B–F. 
To inactivate a user, select the appropriate box(es) below, sign, and forward form to 
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SECTION B: GENERAL ACCESS 

MODEL GENERAL ACCESS AFTER EXISTING USER (optional)  

Print Name:  NetID:  

  If NOT mirroring another user, enter an ‘X’ in the box to the left of each appropriate access option in sections B –F.
A 
D 
D 

D 
E 
L 

GENERAL ACCESS  

Employee Self Service 

Basic user inquiry access provisioned to every Northwestern Employee. Overview of 
access available at Role Descriptions webpage. 

- No Workflow Approval
- Can self-certify Expense Reports

School/Department Staff 

Inquiry access for purchasing, accounts payable, and accounts receivable, in 
addition to basic user inquiry access. Overview of access available at Role Descriptions webpage. 

- Optional: Workflow Approval – complete Workflow Approval Access on page 3
- Reporting: To view Cognos Reports – complete ChartField Security Access on page 2

Salary Access 

Access to drilldown into GL008 Cognos Report – allow processing time for HR approval 
- Requires HRS101 Training
- Access applies to all assigned ChartField values. Complete ChartField Security Access

on page 3.

https://www.northwestern.edu/controller/financial-operations-it/access-roles-and-responsibilities/ffra-role-description/index.html
https://www.northwestern.edu/controller/financial-operations-it/access-roles-and-responsibilities/ffra-role-description/index.html
https://www.northwestern.edu/controller/financial-operations-it/access-roles-and-responsibilities/ffra-role-description/index.html
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REQUIRED APPROVALS  



