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Description automatically generated]User Access 
 			
Business Unit Name:      Click here to enter text.			Employee Name: 	Click here to enter text.
Business Unit Number: Click here to enter text.              		SHARE Employee ID #: 	Click here to enter text.	
Submitter Name:              Click here to enter text.	     		Employee Email:  	Click here to enter text.	     	

HR Staff? 
Employee Status: Select	
Basic Self-Service Employee only?  ☐    (No other roles need to be selected)
Name Change Only?	  ☐    (The user will be given a new userid with the same access)

HR PERSONNEL
Please choose “ADD/DELETE” from the Select dropdown boxes for each needed role.

	Action
	Role
	Role Description

	Select
	Benefits View Only
	View Only Agency employee benefits data

	Select
	HR Admin View Only
	View Only Personal and Job data by agency

	Select
	HR Query Viewer
	View / Run queries for HR staff

	Select
	Payroll View Only
	View Only employees’ payroll information

	Select
	Task Profile ID
	Task Profile maintenance (labor distribution)

	Select
	Agency Time Admin
	HR ONLY - Manage timesheets, enroll Time Reporters, approve time for the entire agency

	
	View Only
	View Only all Time and Labor for the entire agency





These roles require training before they can be requested – please attach the certificate of completion to the email requesting access
	Select
	HR Admin Update
	Update Personal and Job data for the agency

	Select
	Payroll Update
	Update employees’ payroll information for the agency

	Select
	Recruiter
	Perform recruiting activities for the agency



Restricted roles - contact Central Payroll Bureau for approval – roles will be assigned after approval
	Advice Print
	Print pay advices for the agency

	Direct Deposit Update
	Update employees’ direct deposit information for the agency





NON-HR PERSONNEL  
Please choose “ADD/DELETE” from the Select dropdown boxes for each needed role.	            

	Select
	Non-HR HCM View
	View some HR and Timesheet information for the agency

	Select
	Non-HR Query Viewer
	View / Run queries for an agency

	Select
	Non-HR Task Profile ID 
	Task Profile maintenance (labor distribution)

	Select One
	Time Approver (Manager/Supervisor)
	Timesheet entry and approval for specific group of employees

	
	Timekeeper
	Timesheet entry only for a specific group of employees



If you need additional access, please describe below:
Click or tap here to enter text.

Agency HR Manager Authorization:

Signature:Click or tap here to enter text.            Date:Click or tap to enter a date.	

Email the completed and signed form to share.security@dfa.nm.gov
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