	


 
	Human Resources and Payroll


This form is required for all users of George Mason University’s eHR database which includes 
applicant tracking (eWork), position description (ePd), and performance management (eEval).

Please fax or e-mail this form to (703) 993-2601 / hr@gmu.edu.
	 Employee G# :
     
	Employee Name (Last, First, Middle):

     
	Organization #: 

           
	Department Name:

                                         
	Unit / Sub Department Name:      

             

	Employee Type
( Faculty     ( Staff   ( Other:
	Position Number:

     
	Employee State Title:

     
	 Employee Email:
                   @gmu.edu
	Employee GMU Contact Number:

ext.  3 -             OR 

	Supervisor G#:

           
	 Supervisor Name (Last, First, Middle): 
     
	Department Head G#:

     
	Department Head Name (Last, First, Middle):      

	User Group Account Information 

(Complete only if adding a New Account or Modifying an Existing Account)

 FORMCHECKBOX 
  Hiring Authority/Supervisor (Direct report scope)
         Initiate, modify, and approve position descriptions on which they appear as supervisor

         Initiate, modify, and approve performance evaluation on which they appear as supervisor 
         Initiate, modify, and approve request to recruit and submit final candidates
 FORMCHECKBOX 
  Hiring Authority 2 (Direct Report Scope / Admin Unit Head Approval Required)
         Initiate, modify, and approve position descriptions on which they appear as supervisor

         Initiate, modify, and approve performance evaluation on which they appear as supervisor 
         Initiate, modify, and approve request to recruit and submit final candidates

 FORMCHECKBOX 
  Point of Contact  (Unit Scope) – Administrative Assistants
         Initiate and modify position descriptions and performance evaluations in their department

         View actions initiated (able to view own work)

         Initiate Request to recruit in their department

 FORMCHECKBOX 
  Admin/Unit Head  (Unit Scope) – not applicable to all depts./person with budget authority 

         Initiate, modify, and approve all position requisitions and descriptions in their department

         Initiate, modify, and approve request to recruit and submit final candidates in their department  
         Initiate, modify, and approve performance evaluations 

 FORMCHECKBOX 
  Dean/Director/VP (Unit Scope) Limited To positions with Dean/Director/VP in title
         Initiate, modify, and approve request to recruit and submit final candidates

         Initiate, modify, and approve all position requisitions and descriptions in their department 

         Initiate, modify, and approve performance evaluation in their department     
	Restricted Access User Groups 

Limited to members of Depts. listed below
 FORMCHECKBOX 
  Budget Office (University Scope)
          Modify and approve all new position requisitions and descriptions 

          Approve modified position descriptions for  FTE changes
 FORMCHECKBOX 
  Office of Sponsored Programs (University Scope)

          Approve position requisitions funded by grants and contracts
 FORMCHECKBOX 
  Equity Office (University Scope)
          View position descriptions and request to recruit
 FORMCHECKBOX 
  Provost Office (University Scope)

          View and approve request to faculty recruitments
 FORMCHECKBOX 
 Human Resources (University Scope)

          Initiate, modify, approve all actions including recruit, position description and performance 
          evaluation modules

          Maintain user groups
 FORMCHECKBOX 
 Human Resources Customer Service (University Scope)

          Initiate, modify, approve request to recruit and position description

          No access to performance evaluation
 FORMCHECKBOX 
 Human Resources Advertising (University Scope) – Human Resources Only

         Modify & post request to recruit




Confidentiality Statement:  By signing this application, I agree to restrict my computer access to the requirements of my job description.  Specifically, I will not – outside the duties of my position – view, print, copy, update, or disclose to any person proprietary, confidential, and/or protected information.  Moreover, I agree that:

· I will use only this account and will not share it with anyone else and will only access my own personnel (Human Resources) records that I may have through self-service features made available to all personnel.  I will not use access given to support my specific work duties to view or update my personnel record in any way, even if my work includes the personnel records of others.
· I am responsible for securing this account against unauthorized access and use, and for all activity in this account.

· I will use this account only for duties assigned by my supervisor and only for the duration of my employment in this position.

· I will not access (view, print, copy, update or disclose) data for non work related reasons, including curiosity, even if my account allows such access. 

· I will keep confidential any and all data whether in electronic or printed format and understand that using the System improperly is cause for loss of access and/or disciplinary action; furthermore I agree to abide by the terms and condition as stated above.  


    









                                                                                           
                                                                                             ____________________________          ________________________________           ___________________________
                                                                                                  Employee Signature / Date                  Supervisor Signature / Date
                        Department Head / Date
eHR User Access Request Form


 Request Type:


 ( New Account      (   Modify Existing Account         ( Inactivate Account
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