FAST Access Security Request (ID/Password)
Use this form if logon access to Fast or an addition or deletion to existing Fast Access is required. 

Complete all applicable sections.
If request is strictly for Travel Access/Travel Workflow set up or modification, complete and submit Section E only. 
	University of South Florida User Information 

	Full Name (First- Middle Initial - Last) 
	USF GEMS Employee ID (Required) 

	FAST User ID (if none, leave blank)



	Dept Name
	Campus Building/Room #
	Telephone (include Area Code)


	USF E-Mail Required (User will be emailed FAST ID & temporary password)

	Form prepared by
	Preparer Phone


Except for Travel Workflow in Section E, this form is not used to add or delete Workflow for existing users or for individuals who are Accountable Officers or Accountable  Officer Designees only.  This form is not used to add Workflow routes for existing Requisition Mangers and Approvers.  Use a Workflow Request Form for these purposes.
	ADD OR DELETE ALL APPROPRIATE ROLES (A or D in First Column)

DO NOT INCLUDE EXISTING ROLES UNLESS DELETING THEM

	A / D
	Role Title
	Role Definition
	IDs and Training

	
	Accountable Officer (AO)
	Individual with primary responsibility and fiscal accountablitiy for a specific chartfield.  Must complete Section A.   
	Signatory authority ONLY. Signature Cards are Required.  NO FAST ID IS ASSIGNED FOR THIS ROLE.

	
	Accountable Officer Designee
	Authorized by the Accountable Officer to sign in his/her absence. Cannot reassign AO, assign designees or user access.  Must complete Section A and requires AO signature.
	Signatory authority ONLY. Signature Cards are Required. NO FAST ID IS ASSIGNED FOR THIS ROLE.

	
	Requisition Manager
(Requisition Workflow Role)


	Highest level department/college approver.  After approval by Req_Manager, requisitions route to Purchasing. Most Requisition Mangers also have the Requisition Approver role. Must complete Section A & requires AO signature.
	FAST ID is assigned.  Training not required but advised.

	
	Requisition Approver
(Requisition Workflow Role)
	Only used by the College of Engineering and Physical Plant Departments for two levels of department approval. Other colleges and areas require Req_Manager and should choose none or both.  This role is NOT required for Requisition Initiators Must complete Section A and requires AO signature.
	FAST ID is assigned.  Training not required but advised.

	
	Purchase Receiver
	Receives goods and services in FAST to allow   payments to be made.
	Fast Hands-On Training is required

	
	Requisition Initiator
	Enters purchase requisition information into FAST.   All new initiators must complete Section B1.   Include Building Designation and Room Number.
	Fast Hands-On Training is required 

	
	Inquirer
	Can view transactions, run queries, & print reports only.
	

	
	P-Card View Charges
	View cardholder transactions or print Activity Statements.
	

	
	P-Card Verifier

	Standard distribution; requires additional level of approval from an Approver or Manager with Reconciler role. Must complete Section C.
	Must attend P-Card training.

	
	P-Card Reconciler
	Reconciles P-Card transactions for one or more persons in a department.  Must complete Section C for all employees for whom you will be reconciling.  
	Must attend P-Card training.



	
	P-Card Dept.
	Full distribution with ability to change OP Units and/or Depts.  Must get approval from the Accountable Officer of each OU/Dept. See Section D (1).
	Must attend P-Card training.

Must also have either P-Card Verifier or P-Card Reconiler Role.


	Purpose of Access : Describe how you need to use the FAST system. (Complete only if no selection applicable on page 1.)  

	


A.  Accountable Officer, Designee, FAST Requisition Approver or Manager for Workflow CHARTFIELDS:   Please list all budgeted chartfield combinations that are applicable for this user.  Use Workflow Request for a longer list. Note: Product is not used in Requisition Workflow or for authorization on paper based transactions.
	Op Unit
	Department
	Fund
	Initiative
	Project

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


B.  DEFAULT CHARTFIELDS (Only required for Requisition Initiator Role):  These are the chartfield values 
that will automatically populate your requisitions.  Required values are asterisked. Product and Initiative will be given zero values unless otherwise indicated.  All chartfields can be changed on the requisition header default.
	Op Unit*
	Department*
	Fund
	Product
	Initiative
	Project

	
	
	
	000000
	0000000
	

	Ship To Code*
	
	Location (Building & Room Number)*
	


Ship to:  T_CTRL_REC  Tampa Cenrtral Receiving     T_HSC_REC Health Science Central Receiving
               P_CTRL_REC  St. Pete Campus
         S_CTRL_REC  Sarasota Campus

  L_CTRL_REC  Polytechnic Campus
         S_CRSL_REC  Sarasota Crosley Receiving

Find other “Ship To” codes at the Purchasing & Property Services website under the Purchasing Manuals link http://usfweb2.usf.edu/purchasing/PurchasingManuals/Copy%20of%20Ship%20To%20Addresses.xls
C.  REQUIRED FOR P-CARD VIEW, VERIFIER, AND RECONCILER ROLES.  Provide Cardholder Name(s) and Employee I.D.(s) to access and/or print Activity Statements.  Add additional rows as necessary.
	Cardholder Name
	Employee I.D.

	
	

	
	

	
	

	
	


D.  AUTHORIZATIONS:
	(1) APPROVAL FOR P-CARD RECONCILER TO CHARGE MULTIPLE DEPARTMENTS (Optional):   The Accountable Officer must sign for each department other than the default to authorize approver.  (Add lines if needed.)  
OP Unit/Dept:      Accountable Officer:          Signature:                                                                    Date:                         Phone:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	 (2) Accountable Officer PRINT NAME 
(Required): 
	Signature: 
	Date:
	Phone:

	(3)  Dean/Director Print Name (Optional based upon individual College’s business process: 


	Signature: 
	Date:
	Phone:


E.   FAST Access Security and Workflow Request for TRAVEL
1) General Information:
	User Name:
	          

	FAST ID if already existing:
	     

 FORMTEXT 
     

	Department Name and Number:
	          

	User Email/phone:
	     

	User Employee Number:
	     

 FORMTEXT 
     
	Date Requested:
	     

 FORMTEXT 
     


2) Role Selection:

	ADD OR DELETE APPROPRIATE TRAVEL ROLES (A or D in First Column)

(Please do not mark already existing roles unless deleting)

	A / D
	Role Title
	Role Definition
	IDs and Training

	
	Travel Module Submitter
	Creates and submits Travel Authorizations and Expense Reports for self or others. Must complete Part 3 below if user will be entering travel for others.
	FAST ID and/or TRAVELER role is assigned. Training is strongly recommended.

	
	Travel Module Approver

· Reviewer
· Expense Mgr

· Project Mgr*
· RO Approver
· Supervisor*
· Project Supp


	Approves Travel Authorizations and Expense Reports in any of the following capacities: Reviewer; Expense Manager (department fiscal approver); Project Manager (PI/grant fiscal approver); RO Approver (overhead account fiscal Approver); Supplemental PI or Supervisor. Must complete Part 4 below for the following Approver roles : Reviewer, Expense Manager, RO Approver, Project Supplemental Approver.
	FAST ID and/or APPROVER role is assigned. 


*Individuals who will be Supervisor Approvers and Project Manager (PI) Approvers must request FAST access and the Approver Role in Section 1, but no additional workflow set up is required. 
3) Workflow for Travel Submitters (Delegates) who will be submitting travel for others:
	 Name of Traveler for whom Delegate will enter Travel Submissions:
	Traveler Employee ID Number:

	1.           

	          


	2.           

	          


	3.           

	          


	4.           

	          


	5.           

	          



If more lines are needed, please attach additional page or longer Delegate Assignment form found on the Travel Website. (If user already has FAST user ID /Submitter role and you are only modifying Delegate/Traveler assignments, please submit Delegate Assignment form from website directly to Travel Department.)  

4) Workflow for Travel Approvers who will be approving as Reviewer, Expense Manager, RO Approver or Project Supplemental Approver, please enter chartfield information as necessary: 
(Workflow assignments marked below will replace any already existing workflow.  Please complete all that apply.)
	
	Operating Unit
	Department Number(s)
	Initiative Number(s)
	Project Number

	Reviewer
	     
	     
	
	

	Expense Manager
	     
	     
	
	

	RO Approver
	
	
	     
	

	Project Supp Approver
	
	
	
	     


	Accountable Officer

(Required)
	Print Name:

          

	     Signature:
	                  Date:
	                     Phone:

                          


After completing form, including all appropriate Accountable Officer signature, please send to: FAST Security, AOC 200.

Revised 03/10















