South Central Region User Access Request Form

Save this document to Word with the name of the employee as the file name, then email to your servicing CPAC Representative.

 FORMCHECKBOX 
 New User


 FORMCHECKBOX 
 Modification to Existing Account
	FULL SSN of Employee Needing Access:       

	AKO Email Address:  

	FULL NAME:  

	POSITION TITLE:                     PP-SERS-GR:       

	INSTALLATION:   FORMDROPDOWN 



Please answer the following questions:
	1. Are you a supervisor or manager that will be required to initiate, request and/or authorize Requests for Personnel Action (RPAs)?   If yes, check which apply:    FORMCHECKBOX 
 Initiate     FORMCHECKBOX 
 Request     FORMCHECKBOX 
 Authorize 
	 FORMDROPDOWN 


	· Will you need to view your positions and employee’s records in the CPOL Portal?
	 FORMDROPDOWN 


	2. Are you in an administrative support function where you will be initiating RPAs for someone else?  If yes, check which apply:   FORMCHECKBOX 
 Initiate     FORMCHECKBOX 
 Request     FORMCHECKBOX 
 Authorize
	 FORMDROPDOWN 


	· Will you need to view position and employee’s records in the CPOL Portal?
	 FORMDROPDOWN 


	3. Are you a Resource Manager who will need to review Requests for Personnel Action, change TDA paragraph/line numbers and/or appropriation codes on RPAs?
	 FORMDROPDOWN 


	4. Are you an Equal Employment Opportunity specialist or assistant who will be required to review Requests for Personnel Action for the installation or an organization?
	 FORMDROPDOWN 


	5. Are you a Personnelist?  If yes, please complete the HR Personnelists User Request Form
	 FORMDROPDOWN 


	6.  Are you a training coordinator who will be entering completed training instances for an organization?
	 FORMDROPDOWN 


	7.  Are you a military member who has moved from one organization to another?
	 FORMDROPDOWN 


	8.  Are you a contractor who needs access to Human Resources Data?
	 FORMDROPDOWN 


	9.  Are you a Non-Appropriated Fund Personnelist?
	 FORMDROPDOWN 



	Will you be required to create and/or run reports in the Business Objects (BOXi) Report writing tool?
	 FORMDROPDOWN 


	What types of records will you need access to?
                                   FORMCHECKBOX 
 Appropriated Fund     FORMCHECKBOX 
 Non-Appropriated Fund     FORMCHECKBOX 
 Local National
	 FORMDROPDOWN 



ORGANIZATION ACCESS:  List the organization component strings that represent what records you need to access.  An organization component consists of five parts, a two digit CPO Id, a two digit Command Code, a six digit UIC, and Organization Structure Code that is at least one character but may be up to seven.
DCPDS:  If you answered “yes” to any of questions 1-9 above, fill in organization component strings you need access to below:
	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


CSU:  If you need to view records in the CPOL Portal, fill in the organization component strings you need access to.  If they are the same ones you listed under the DCPDS section above, then state “SAME” in first block under this “CSU” section below.  If you need access to different organizations then the ones listed in the DCPDS section above, then list the org component strings you will need for viewing records in CPOL Portal below: 
	     
	     
	     
	     

	     
	     
	     
	     


Additional Information:
     
