INSTRUCTIONS

Application for Individual Access to PeopleSoft – Baylor University

1)
Please provide your full name.  That includes your middle initial (“MI”).  Your operator ID in PeopleSoft will be three letters.  The three letters reference your first name, middle initial and last name.  If you do not have a middle name, the letter “Q” will be assigned.

2)
Please provide the appropriate Prefix.

3)
Please provide your official job title.

4)
Please provide your employee ID number.  This is not your social security number, but the number on your Baylor ID Card.

5)
Please provide your campus telephone extension.  If you are located off the main campus in Waco (i.e. the Nursing School in Dallas), put N/A in the blank.  After that, please put down your fax telephone number.  If you are located off campus, please put down all 10 digits, not just the extension number.

6)
Please provide your off campus telephone number if you are not on the main campus in Waco.  If you are located on the main campus, and are on the Baylor University telephone exchange, put down N/A.

7)
Please provide your campus post office box number.  If you are not located on the main campus in Waco, put down N/A.

8)
Please provide the actual street address where your department is located.

9)
Please provide the actual city, state and zip code where your department is located.

10)
Please provide your department name. (i.e. Hankamer School 0f Business, Accounting Department)
11) Please provide the name of the building in which your department is located.  Then, please provide the room number where you are located.

12)
Circle the type of computer you use at your workstation.  If you do not use a PC or a Macintosh, please write the computer type on the other line.  If you have a PC (i.e. Dell, etc.) please provide your network userid.  See the instructions on the form.

13/14)
Please provide your primary seven or nine digit financial department code.  Also provide any other department codes that you requisition or approve for.  You may attach a sheet of paper instead of filling out the boxes in question 12) & 13).  If you have more organizational codes than can fit in the spaces provided, attach a sheet of paper with those additional codes.

15) Please provide the primary location where you want your orders delivered.

16)
Please provide your Baylor University e-mail address.

17)
Please provide the names of all people who approve the requisitions that you enter.

18)
Please provide the names of the people whose requisitions you approve.

19/20)
When you are sick or on vacation, who approves the requisitions that you would normally approve?  Please provide those names.  If you are replacing someone, list their name.
21)
Please sign and date the application.

22/23)
Please have your Department Head sign and date the application.  
Mail to One Bear Pace #97268 or FAX to 254-710-8850.
