BEACON and PeopleAdmin Security Request
BEACON, PeopleAdmin & Class/Comp SmartSheets

DHHS local HR offices submit this form to request security access for permanent and temporary employees.  Employee and supervisor must be in correct org unit with correct reporting structure in Beacon. 

	Employee 
	Click here to enter text.	PERNR #
	Click here to enter text.
	Position #
	Click here to enter text.	Job
	Click here to enter text.


BEACON  List org units required for security access.
	Org Number
	Click here to enter text.	Org Name
	Click here to enter text.
	Org Number
	Click here to enter text.	Org Name
	Click here to enter text.
	Org Number
	Click here to enter text.	Org Name
	Click here to enter text.
	Org Number
	Click here to enter text.	Org Name
	Click here to enter text.


Indicate display role required.  All display roles include associated BOBJ reports.
	Add/Delete
	Display Role
	Add/Delete
	Display Role

	Choose an item.	Human Resources
	Choose an item.	Payroll

	Choose an item.	Budget
	Choose an item.	Time

	Choose an item.	ESS with Time
	Choose an item.	MSS



Indicate maintainer and / or approver roles required.  Prerequisite training may be required for certain roles.  The employee will be notified if training is required.
	Add/Delete
	Maintainer Roles
	Add/Delete
	Approver Roles

	Choose an item.	HR Master Data Maintainer (includes workflow initiator)
	Choose an item.	HR Master Data Approver (choose one):

	Choose an item.	FMLA Event Maintainer
	Choose an item.		Division Approver

	Choose an item.	Grievance Maintainer
	Choose an item.		Agency Approver

	Choose an item.	Leave Administration
	Choose an item.	OM Position Approver

	Choose an item.	OM Position Requestor
	Choose an item.	Agency Position Funding Approver

	Choose an item.	Payroll Administration
	Choose an item.	Position Funding Approver

	Choose an item.	Position Vacancy Posting Maintainer
	Choose an item.	Time Approver

	Choose an item.	STD Specialist
	
	

	Choose an item.	Time Administration
	
	

	Choose an item.	Warnings Maintainer
	
	




Multiple BEACON roles may require an exception to the BEST Segregation of Duties (SOD) policy.  Complete and attach the SOD Risk Acceptance Form if requesting roles that conflict with the SOD policy.
	
	Segregation of Duty (SOD) Role Conflicts

	☐	No SOD conflict

	☐	CONFLICT:  HR Master Data Maintainer with Payroll Administrator

	☐	CONFLICT:  HR Master Data Approver with HR Master Data Maintainer

	☐	CONFLICT:  HR Master Data Approver with Position Funding Approver

	☐	CONFLICT:  HR Master Data Maintainer with Position Funding Approver



PeopleAdmin
Employees automatically have access to view their own position description.  
Supervisors automatically have access to view the position descriptions of their subordinates.
For editing position descriptions or workflow access enter division for security access (non HR only).  
HR staff have agency-wide access.
	Division
	Click here to enter text.


Employees that maintain or view multiple position descriptions, require one of the following security roles.
	Add/Delete
	Role
	Add/Delete
	Role

	Choose an item.	Division level (non HR)
	Choose an item.	Agency HR

	Choose an item.	Initiator
	Choose an item.	Second Level Review

	Choose an item.	Division Level Review
	
	



SmartSheet (HR Staff Only)
	Add/Delete
	Smartsheet

	Choose an item.	DHHS Salary Administration

	Choose an item.	DHHS Classification 



	

Local HR office submit form to DHHSClassComp@dhhs.nc.gov . Questions:  (919) 855-4910
Approval (sign or type name and attach email approval):
	HR Manager
	Click here to enter text.	Date
	Click here to enter a date.
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