Georgetown University

People Tools Client User Procedures

FUD – User Access Report


Financial User Database (FUD) Access Report

The Financial User Database (FUD) contains information entered from the People Tools Client and Financial Access+ Operator Request forms.  This information determines the access each user has and the cost centers for which each user may run reports.  The Financial User Database Access Report (FUD Report) has been developed to provide a list of PS client users and Financial Access+ users with details of each user’s authorized row-level security.  This report will support uses such as: (a) periodic review and re-approval of access for each user by campus for external or internal audit purposes and (b) general information for budget managers to review user access within his or her area as needed.  

Initiate a FUD Report

Navigate within People Tools: Go > People Tools > Utilities > Use > FUD-User Access Report > Update/Display  (Add – first time only to create a new run control)
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The run control panel shown above provides options to filter the output data and select the report format.  The options are reviewed in detail below.

1. Campus – default is your own campus.  With the exception of Financial Affairs a user may only initiate a FUD report request within his or her own campus.  A user attempting to run the report for a different campus will receive the following error 
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2. FUD Status – default is ‘blank’ which includes active and inactive users.  The user may change the option to ‘A’ to receive a report of active users only or change the option to ‘I’ to receive a report of inactive users.

3. Oprid – default is blank – all users within the campus field.  A user may enter an operator ID (netid) for a user in his or her campus to receive a report on that one user only.

4. Home Dept – default is blank – all users within the campus field.  A user may enter a home department number to limit the report output to one department within his or her campus.  A user may also enter a partial home department number followed by a wildcard to request a series of home departments in the report output (e.g., 22% would produce all users with a home dept that starts with 22xx).

5. Budget Group – default is blank – all budget groups with the campus.  A user may enter a budget group to limit the report output to users within his or her budget group.

6. Primary Pyramid Code – default is blank.  A user may be assigned a primary pyramid code such as UM%, MC%, LC%, UMAC%, MCAB21%, etc.  This filter may be used to search for users with a specific primary pyramid code.  Note that in this field the percent sign is used as a character rather than a wildcard.  That is, if UM% is the filter the output will contain users with a primary pyramid code that matches exactly to UM%.

7. Primary Operator Class – default is blank.  All People Tools client users are assigned to a primary operator class that defines the options and actions a user may perform within People Tools.  A user may be assigned to one or more secondary operator classes that add additional access within People Tools.  For example, a user with a primary class of GLC3 may enter and update journals and run GL reports.  If a secondary class of SPINQ were added this user would also be able to inquire on the sponsored programs award table.  The primary class filter may be used to get a report of users within a particular class such as GLC3.

8. Sort Order – default is operator name, budget group, and home department.  Change the output sort order by selecting another option from the drop down list.

9. Show Detail GL Row-Level Security – default is yes.  When this box is checked the report will provide for each user the pyramid, home department, and or individual cost centers that the user may access within People Tools and/or Financial Access.

10. Additional Row-Level Filters – default is blank – all security parameters will be shown.  If desired these filters may be selected in various combinations to limit the output to a specific set of users.  For example, if ‘show rules which allow salary view’ is set to ‘yes’, then the output will contain users that are permitted to see salary and those pyramids, departments, and cost centers for which the user may see salary. 

11. Show PS Client Source Code Access – default is yes.  For People Tools client users journal inquiry is restricted based on journal source codes.  Each client user will have one or more source codes for journals that may be viewed.  Client users that are permitted to add journals will have one or more source codes for journals that they may add.  If this filter is checked the report output will list the source codes for each user that permit journal entry and/or journal inquiry.  This security applies to People Tools client users only.

12. Report Type – 1 page per user or compact listing.  The compact listing option is the most efficient manner for printing the FUD Report.  The 1 page per user option provides an area for signatures if the report is to be used to update or re-approve a user’s access.  Re-approval of a user may become a bi-annual process based on external audit recommendations.

13. Operator Type.  The report may be run for People Tools client users only, Financial Access users only, or for all users.  The default is to include all users.

The following screen shows how a campus budget area would request a compact listing report for all active users (people tools client and financial access) in that area.  Other campus budget areas would use their own campus and budget group for a similar request.
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After selecting the report options select the stoplight button (run) to initiate the report.
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The compact listing report prints multiple users on each page of the report.  The alternative is one page per user that includes signature lines to authorize changes to a user’s profile.  Each user profile includes the following information:

Netid and name

Campus

Home dept

GU ID (currently SSN)

Primary pyramid security (if any)

Primary operator class (if user is a people tools client user)

Budget group

FUD status (active or inactive)

Address

Phone

*CSR bundle name

Row-level security

PS client source code access (if user is a people tools client user)

* The CSR bundle name field is used to capture the primary rule for delivery of paper CSR reports to various departments and groups.  The CSR delivery rules being used today are maintained in a separate database.  The CSR bundle name in the FUD database may be used in the future so that all CSR printing rules can be maintained directly in PeopleSoft.

A people tools client user will always have a primary operator class that provides the level of access available within people tools menus and actions.  In the report example above one Financial Access+ user and one people tools client user are shown.  Note: all people tools client users are authorized to use financial access as well, but their primary designation is client user.

The primary operator class for a people tools user defines the menus and actions the user may perform within people tools.  For example, GLC3 is the primary operator class assigned to departmental users authorized to enter or upload journals, inquire on journals, and run GL reports such as the CSR or actbud download.  Whereas users assigned to GLC2 cannot enter or upload journals but they may inquire on journals and run GL reports.  A summary table of operator classes appears at the end of this document.  A client user may have one or more secondary operator classes that add additional authority within people tools.  Example.  A user with a primary operator class equal to GLC3 may enter or upload journals, inquire on journals and run GL reports.  This user may have SPINQ as a secondary operator class to permit the user to inquire on the sponsored programs award tables.  If appropriate this user could also have SISINQ as a secondary operator class to permit the user to inquire on student refund requests and payments.

There are two types of PS client source code access.  Source entry and inquiry indicates the one or more journal source codes for which the user may enter or upload journals and also inquire on journals.  Inquiry only indicates the one or more journal source codes for which the user may inquire on journals.

The last page of the report provides the following control totals for reference purposes.

Total of PS Client Users:                   3

Total of Financial Access Users:     48

Total of All Users:                           51

The following is an example of a FUD report using the one page per person option.
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The signature lines on this report format permit the user’s budget officer to request updates, request the cancellation of a user, or if requested to re-approve a user’s access for audit purposes.

A campus budget group leader with multiple departments within his or her area might also request a report based on home department.
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The budget group leader may then review the access for users in this home department, 2220, separately.

Table of people tools operator classes as of November 26, 2002

	Operator Class
	Availability
	Class Authority

	GLC1
	ALL
	University-wide departmental access to enter journals, inquire journals, & run GL reports

	GLC2
	ALL
	University-wide departmental access to inquire on journals & run GL reports

	GLC3
	ALL
	University-wide departmental access to enter or upload journals, inquire journals, & run GL reports

	GLF1
	ALL
	Campus budget group leader with access to enter/upload/inquire on journals, run GL reports, & run the people tools user report (FUD)

	GLF2
	ALL
	Campus fiscal leaders with access to enter/upload/inquire on journals, enter budget revisions, run GL reports, & run the people tools user report (FUD)

	GLRPT
	ALL
	University-wide departmental access to run GL reports only

	JVINQ
	ALL
	University-wide departmental access to inquire on journals only

	NOACCESS
	ALL
	This class has no access and is assigned when a client user’s access is canceled.

	POINQ
	ALL-if need requires
	Inquire on purchase orders (access to all POs – no row-level security)

	SISINQ
	ALL-student acct info areas
	Inquire on student refund request vouchers (access to all refunds – no row-level security)

	GUMC1
	ALL–wAPPR
	Inquire on journals, run GL reports, approve web requisitions set up for workflow (workflow must be approved by campus and UFS and set up in advance)

	FUD
	BUDGRPS
	Run report from the Financial User Database on people tools and financial access+ users in user’s campus 

	SP5
	CIED
	CIED analyst access to input and upload grants, input journals, and run GL reports

	SP6
	CIED
	CIED analyst access to inquire on grants, input journals, and run GL reports

	APCHK
	COMPOPR
	Computer Operations – run daily AP check pay cycle

	FAC1
	FACILITIES
	Facilities – enter requisitions and POs, enter/upload/inquire journals, and run GL reports

	FACSP
	FACILITIES
	Facilities – enter requisitions and POs, enter/upload spon prog awards, enter/upload/inquire journals, and run GL reports

	APV2
	FINAFF
	Check Distribution  - run daily check register and inquire on AP vouchers

	APVGL
	FINAFF
	Tax Office & Student Accounts access to Journals, GL Reports, & AP voucher/check inquiry

	GLBO
	FINAFF
	Finance and Investments Analysts

	GLCO
	FINAFF
	Bursar and Payroll staff with journal entry/upload authority

	GLPAY
	FINAFF
	Payroll staff with authority to input AP vouchers and journals

	GLVW
	FINAFF
	Treasury Operations Staff

	APA2
	FINAFF-AP
	Accounts Payable Senior Analysts

	APA3
	FINAFF-AP
	Accounts Payable Analysts

	APACH
	FINAFF-AP
	Accounts Payable ACH pay cycle 

	APV3
	FINAFF-AP
	AP analysts access to inquire on vendors, AP vouchers, requisitions, and POs

	APS1
	FINAFF-AP/PO
	Purchasing and Accounts Payable managers

	APS2
	FINAFF-DIR
	Administrative Services Director

	GLSA
	FINAFF-DIR
	Director of Accounting Services

	GLA2
	FINAFF-GAO
	General Accounting Analysts

	GLCA
	FINAFF-GAO
	General Accounting Analyst with chart of account update authority

	APB1
	FINAFF-PO
	Purchasing Analysts with AP responsibility (consolidated billing)

	POB2
	FINAFF-PO
	Purchasing staff access to act as buyers on behalf of the University

	SISREF
	FINAFF-SA
	Student Accounts access to input and inquire on student refund requests

	SISREF2
	FINAFF-SA
	Student Accounts access to input, inquire, and approve student refund requests

	SP1
	FINAFF-SAO
	Sponsored Accounting management access

	SP3
	FINAFF-SAO
	Sponsored Accounting analyst access

	GLIA
	INTAUDIT
	Internal audit director & staff with authorization for payroll & non-payroll activity; view only

	GLIA2
	INTAUDIT
	Internal audit staff authorized for non-payroll activity only; view only

	APB3
	RISKSERV
	Risk Services Staff with AP voucher input authority

	APV1
	RISKSERV
	Risk Services Staff with AP group approval authority

	SPMAPP
	SP-MEDCTR
	Medical Center pre-award grants access to input and upload proposals and awards

	SPUAPP
	SP-UNIV
	University pre-award grants access to input and upload proposals and awards
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