HOW TO REQUEST
SAHARA
RECONCILER
IN PEOPLESOFT

| —, S

P

B e

E—

: fyAi 7?!

PEOPLESOFT

THE UNIVERSITY OF TEXAS AT EL PASO




SAHARA INQUIRY OR RECONCILER -
HOW TO REQUEST ACCESS

to access
the Front Office Access
Request Form or find it Sign in

in the [forms] section of weydiiipete@utanedy

the

Can't access your account?

Log in using your
UTEP credentials.

Unauthorized use of this system is prohibited. Usage
may be subject to security testing and monitoring.



https://forms.utep.edu/form.aspx?pid=303bd7c4-e334-4570-af66-867e2a2fad48&formid=c73d80db-e61a-4b09-a0e9-33fc36e13676&completepage=http://forms.utep.edu/admin/Thankyou.htm&completepageprompt=0
https://www.utep.edu/vpba/peoplesoft/forms/

SAHARA RECONCILER — HOW TO REQUEST ACCESS

The form will auto-populate with your information!

The University of Texas at El Paso

PeopleSoft Access Form

Select the desired role; for this step,

click “SAHARA Reconciler.” ApplcantSection

1 understand that this administrative office staff account is assigned 1o me at the request of the Department Head to be used only in connection with my assigned duties as an employee of UTEP and may be revoked without n
understand and accept the following terms and conditicons:

(Front Office)

*  lam aware that passwords are the first line of security on PeopleSoft. | agree not to reveal my password nor allow amyone to use the account assigned 1o me. | am responsible for any changes made to the database und:

* | agree to abide by the Family Education Rights and Privacy Act of 1974 [FERPA] regulations. Under this act, information about current and former UTEP students is legally desi a5 c ial. The i ion or k
C I i c k S U B M IT with confidential records should not be disclosed (including verbal dischosure] further. | agree to refer all outside requests for student information to the Office of the Registrar, unless | have been authorized by the Regist
;;;;; . gov/offices/OM/fpco/ferpa),

* I must maintain the confidentiality of any and all data that | retrieve from BIS or Goldmine/Banner in the course of my job duties, including data that | use for reporting purposes or in other software products.

*  Access to admini data will be d ined by the i of my job, and therefore | am only authorized to retrieve this data on a “need to know” basis,
*  lagree to comply with all UTEP policies on security, computer access, and confidentiality of data, data entry standards, and data imegrity.

Lam aware that any violation of these palicies may lead to the i i ion of my il 1 und i that horized rebease of confidential inf fon is a breach of data security and may be caw:

You r req uest Wi II a utomatica I Iy termination. | understand that | may also be subject to criminal prosecution and/for civil liabilivy. -
route to your supervisor for Name: Payin P seReNtD: 8000000

Title: Coach EmpliD;  B000000000
approval. s v [ATALETES
Email:  paydiipete@utep.edu 208000
Supervisor:
Once your supervisor approves O R

the form, the PeopleSoft team
will review your request.

Role Requested Description Define Command
SAHARA Reconciler This role grants the user access to reconcile accounts in SAHARA

[Select Item)
Asset Workflow

Bl Budget Reviewer
(s) you need access to.
Budget Transfer Initiator

eForm Processor

You will receive an email with a
link to the designated training.

eform Reviewer

HR Reviewer
SAHARA Inquiry
SAHARA Reconciler

Timekeeper

quested access is for p g outside the de listed above, please list the department{s) below:
Travel & Expense Creator

Travel & Expense Inquiry

Voucher Creator

Check your email for
instructions on how to begin
your training.

Note: Only the Reconciler

Voucher Inquiry

role requires training; the

Inquiry role does not.
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