HRMS QUERY ACCESS REQUEST

	 FORMCHECKBOX 

New Addition
 FORMCHECKBOX 

Change of Information
 FORMCHECKBOX 

Deletion
	Do you require Citrix Access?
 FORMCHECKBOX 

Y
 FORMCHECKBOX 

N
	Type of Query Access
 FORMCHECKBOX 

Run Only
 FORMCHECKBOX 

Ad hoc Reports2

	Agency Name:
	     
	
	Agency Number:
	     

	Population Access(es):
	     
	
	     
	
	Mother’s Maiden Name:
	     
	Employee ID3:
	     

	Employee Name:
	     
	
	     
	
	     

	
	Last
	
	First
	
	M. I.

	Employee Job Title:
	     

	Employee Business Mailing Address:
	     

	
	     
	
	     
	
	     

	
	City
	
	State
	
	Zip Code

	Employee Email Address:
	     
	
	Employee Phone:
	     
	Fax:
	     

	Supervisor Name:
	     
	
	     
	
	     
	
	     

	
	Last
	
	First
	
	M.I.
	
	Phone

	Supervisor Signature:
	

	Personnel Mgr. or Authorized Signature:
	
	
	     

	(Enter Personnel Mgr. or Authorized Person Name)

	EMPLOYEE PHOENIX ID: 
	     
	

	ID limit is 6 – 8 characters (A-Z and/or 0-9), the first character must be alpha.  If established, we strongly recommend that the operator use the same operator ID for HRQUERY as in HRPROD.

	Agency Security Officer Name:
	     
	
	     
	
	     

	
	Last
	
	First
	
	M.I.

	Agency Security Officer Telephone Number:
	     

	Agency Security Officer Signature:
	

	Signature of security officer and supervisor acknowledges application, receipt for ID, password and an understanding that applicant is legally responsible for the protection of said ID/password pursuant to Chapter 9 of Title 16 of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all other applicable computer/information laws.

	Employee Signature:
	
	Date:
	     

	

	

	PROPER ACCESS/CONNECTIVITY INSTRUCTIONS

	1. Complete the HRMS Query request form, where applicable.

2. Ad hoc Report requests must furnish a copy of the PeopleSoft Query Basic & Query Advanced training certificate if you did not attend the Phoenix HRMS Query training class.

3. New addition requests must include the Employee ID.  Your agency personnel department or pay stub can furnish you with this information.

	4. Obtain approval from your Agency’s Security Officer and Personnel Manager or authorized personnel.

	5. Fax forms to : (404) 651-5113 or mail forms to:  HRMS Phoenix Security, 200 Piedmont Avenue, Suite 1820 West Tower, Atlanta, GA  30334, Attention: Sterling Jernigan or Lisa Johnson 

	6. An Email or fax confirmation document will be sent to your Agency Security Officer to advise of your HRQUERY access.

	If the requested HRQUERY ID is a duplicate or invalid, the Phoenix security administrator will change and notify your Agency Security of your new HRQUERY ID.


