Colorado Office of the State Controller (CORE Access Request Form)

CORE

Colorado Operations Resource Engine

A

CORE Access Request Form
(This form is designed to be completed electronically by either Internet Explorer or Acrobat Reader)

(For the best result, please use the Print button at the end of the form)
STEP 1

Instruction: Select the request type, specify the Effective Date and complete boxes 1 -9

Request Types: (O Add User (® Update User O Disable User

O Add Inquiry Only User (complete Step 1 - 3 only)

Effective Date:

* Access will be granted in CORE on or after this date.
User ID:
1. First Name: 2. Last Name:
3. Email: 4. Tel.:

5. Emp. ID: 6. Home Dept.:
* Enter Emp ID in "Locality" on the UDOC.

7. Address:
8. City: State: CO 9. Zip:

STEP 2
Instruction: If the user needs to enter documents and/or update tables for a department code not listed in the Home
Department in box 6 above, list those additional department codes below.:

Available Departments: Selected Departments:

998A

999A

AAAA
AABA
AACA
AADA
AAEA
AAFA
AAHA
BAAA
BBAA
BCAA
BDAA
BEAA

BIAA Add >

DRAAA

STEP 3
Instruction: The applications needed will be automatically populated based on the security roles selected in the Form.

0 [ADVANTAGE Financial ADVANTAGE Administrator [l [Password Reset

*** Allows user to reset his/her own password
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STEP 1
Instruction: Select the request type, specify the Effective Date and complete boxes 1 - 9
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STEP 2
Instruction: If the user needs to enter documents and/or update tables for a department code not listed in the Home Department in box 6 above, list those additional department codes below.:
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STEP 3
Instruction: The applications needed will be automatically populated based on the security roles selected in the Form.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 - Security Roles & Workflow Roles
Instructions: Complete each functional section the user needs access.

Security & Workflow Foreign Org O [ANY

+ Do NOT check this box if Selected Department in Step 2 is the
same as the home department.

Procurement (PM)

Departmental (check all that apply) Central (check all that apply)
Dept. Procurement Buyer Role Statewide Buyer Role
(D_PM_BUYER) (C_PM_BUYER)

CDOT/IHE Procurement Buyer Role Central Receiver Entry Role
(D_PM_DOT_HE_BUYR) (C_PM_REC_ENTRY)

Dept. Procurement Requisition Entry Role Central Procurement Requisition Approval Role
(D_PM_REQ_ENTRY) (C_PM_REQ_APPR)

Dept. Procurement Receiver Entry Role Central Order Approval Role
(D_PM_REC_ENTRY) (C_PM_ODA_APPR)

Dept. Procurement Order Approval Role Central Table Maintenance Role
(D_PM_ODA_APPR) (C_PM_TBL_MAINT)

Dept. Procurement Requisition Approval Role
(D_PM_REQ_APPR)

Dept. Procurement Table Maintenance Role
(D_PM_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.

Accounts Payable (AP)

Departmental (check all that apply) Central (check all that apply)
Dept. Accounts Payable Document Entry Role Central Accounts Payable Document Approval Role
(D_AP_DOC_ENTRY) (C_AP_DOC_APPR)
Dept. Accounts Payable Document Approval Role Central Accounts Payable Table Maintenance Role
(D_AP_DOC_APPR) (C_AP_TBL_MAINT)
Dept. Accounts Payable Table Maintenance Role
(D_AP_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 - Security Roles & Workflow Roles
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.  
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.

Budget (BG)
Departmental (check all that apply) Central (check all that apply)
Dept. Budget Document Entry Role Central Budget Document Entry Role
(D_BG_DOC_ENTRY) (C_BG_DOC_ENTRY)
Dept. Budget Document Approval Role Central Budget Document Approval Role
(D_BG_DOC_APPR) (C_BG_DOC_APPR)
Central Accounts Payable Table Maintenance
(C_BG_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.

Account Receivable (AR)

Departmental (check all that apply) Central (check all that apply)
Dept. Accounts Receivable Document Entry Role Central Accounts Receivable Document Entry Role
(D_AR_DOC_ENTRY) (C_AR_DOC_ENTRY)
Dept. Accounts Receivable Document Approval Role Central Accounts Receivable Document Approval Role
(D_AR_DOC_APPR) (C_AR_DOC_APPR)
Dept. Accounts Receivable Document Entry Role Central Accounts Receivable Table Maintenance Role
(D_AR_TBL_MAINT) (C_AR_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.  
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.

General Accounting (GA)

Departmental (check all that apply) Central (check all that apply)
Dept. General Accounting Document Entry Role Central General Accounting Document Entry Role
(D_GA_DOC_ENTRY) (C_GA_DOC_ENTRY)
Dept. General Accounting Document Approval Role Central General Accounting Document Approval Role
(D_GA_DOC_APPR) (C_GA_DOC_APPR)
Dept. General Accounting Table Maintenance Role Central General Accounting Table Maintenance Role
(D_GA_TBL_MAINT) (C_GA_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.

Cost Accounting (CA)

Departmental (check all that apply) Central (check all that apply)
Dept. Cost Accounting Document Entry Role Central Cost Accounting Table Maintenance Role
(D_CA_DOC_ENTRY) (C_CA_TBL_MAINT)

Dept. Cost Accounting Document Approval Role
(CA_DOC_APPR)

Dept. Cost Accounting Table Maintenance Role
(D_CA_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.

Cost Allocation (CL)

Departmental (check all that apply) Central (check all that apply)

Central Cost Allocation Table Maintenance Role

Dept. Cost Allocation Table Maintenance Role (C_CL_TBL MAINT)

Inventory (IN)

Departmental (check all that apply) Central (check all that apply)
Dept. Inventory Document Entry Role Central Inventory Table Maintenance Role
(D_IN_DOC_ENTRY) (C_IN_TBL_MAINT)

Dept. Inventory Stock Request Entry Role
(D_IN_SR_ENTRY)

Dept. Inventory Document Approval Role
(D_IN_DOC_APPR)

Dept. Inventory Stock Request Approval Role
(D_IN_SR_APPR)

Dept. Inventory Table Maintenance Role
(D_IN_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.

Asset Management (AM)
Departmental (check all that apply) Central (check all that apply)
Dept. Asset Management Document Entry Role Central Asset Management Table Maintenance Role
(D_AM_DOC_ENTRY) (C_AM_TBL_MAINT)

Dept. Asset Management Document Approval Role
(D_AM_DOC_APPR)

Dept. Asset Management Table Maintenance Role
(D_AM_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.

Security (SW)
By selecting any security roles in the red font, the form will automatically select "Advantage Administrator" in Step 3.

Departmental (check all that apply) Central (check all that apply)
Dept. Security & Workflow UDOC Entry Role Central Security & Workflow UDOC Entry Role
(D_SW_UDOC_ENTRY) (C_SW_UDOC_ENTRY)
Dept. Security & Workflow UDOC Approval Role Central Security & Workflow UDOC Approval Role
(D_SW_UDOC_APPR) (C_SW_UDOC_APPR)

Central Security & Workflow Table Maintenance Role
(C_SW_TBL_MAINT)

Central Security & Workflow Foreign Org Maint Role
(C_SW_FOREIGN_ORG)

Central Security & Workflow Catch-all Reject Role
(C_SW_CTCHALL_REJ)

Change (Other users') Password
(CHGPSWD)

All Read (ALL_READ)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.

Infrastructure (IF)

Departmental (check all that apply) Central (check all that apply)

Central Infrastructure Table Maintenance Role
(C_IF_TBL_MAINT)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.

Central Unit (C_U)

Departmental (check all that apply) Central (check all that apply)
Dept. Intercepted Role Central Vendor Creation Document Entry Role
(D_U_IC_INCEPTED) (C_U_VC_DOC_ENTRY)
Dept. Intercepting Role Central VCC Document Approval Role
(D_U_IC_INCEPTNG) (C_U_VC_DOC_APPR)
Dept. Vendor Creation Document Entry Role Central Vendor Creation Table Maintenance Role
(D_U_VC_DOC_ENTRY) (C_U_VC_TBL_MAINT)

Central Disbursement Maint. Document Entry Role
(C_U_DM_DOC_ENTRY)

Central Disbursement Document Approval Role
(C_U_DM_DOC_APPR)

Central Disbursement Maint. Table Maintence Role

Central Intercepts Document Entry Role
(C_U_IC_DOC_ENTRY)

Central Intercept Table Maintenance Role
(C_U_IC_TBL_MAINT)

Central Federal Reporting Role

Central PERA Table Maintenance Role
(C_U_PE_TBL_MAINT)

Central Administration Table Maintenance Role
(C_U_AD_TBL_MAINT)

Central OIT Table Maintence Role
(C_U_OIT_TBL_MAIN)

Central Period 14+ Document Appr Role
(C_P14_OSC_APPR)

Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.
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STEP 4 (cont'd)
Instructions: Complete each functional section the user needs access.
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Workflow Roles
Please enter the applicable Workflow Group IDs in the box below.


Colorado Office of the State Controller (CORE Access Request Form)

Agreement and Acknowledgement

Employee:
By signing below, you attest that you are the user indicated in Step 1 of this form and you acknowledge the following:
e The access requested in this form is necessary to fulfill your responsibilities with the State of Colorado.

e You have read and signed the Statement of Agreement for Use of the State of Colorado Office of the State
Controller's Financial Systems and Data.

Employee Printed Name:

Employee Signature: Date:

Supervisor:

By signing below, you acknowledge that you have reviewed and approved the access requested for the employee
indicated in Step 1. In addition, you confirm there is a signed copy of the Statement of Agreement for Use of the State of
Colorado Office of the State Controller's Financial Systems and Data for this employee on file with your department.

Supervisor Printed Name:

Supervisor Signature: Date:

Print Form
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Employee:
By signing below, you attest that you are the user indicated in Step 1 of this form and you acknowledge the following:
     ● The access requested in this form is necessary to fulfill your responsibilities with the State of Colorado.  
     ● You have read and signed the Statement of Agreement for Use of the State of Colorado Office of the State 
          Controller's Financial Systems and Data.
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Supervisor:
By signing below, you acknowledge that you have reviewed and approved the access requested for the employee indicated in Step 1.  In addition, you confirm there is a signed copy of the Statement of Agreement for Use of the State of Colorado Office of the State Controller's Financial Systems and Data for this employee on file with your department.
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