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This form is required to gain access to the CUNYfirst Travel & Expenses system, and must be requested by the employee’s manager. Employees may not request access for themselves without appropriate approvals. For transfer employees, separate Travel & Expenses forms must be completed to terminate access at the original Campus and to establish access at the new Campus.
Tax Levy & Non-Tax Levy Employees - Information Section
State Tax Levy Employees ONLY
Confidentiality Statement (Must be signed by the Employee)
I understand that the data obtained from any CUNYfirst system is to be considered confidential and NOT to be shared with anyone who is not authorized to receive such data. I understand that I am individually accountable for the use of my User ID in the CUNYfirst system. Improper use of my User ID could lead to revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and regulations, and applicable collective bargaining agreements. 
In the absence of written signature: Employees may accept the Confidentiality Statement in CUNYfirst via Employee Self Service.  Go to: https://home.cunyfirst.cuny.edu, log in and navigate to, Human Capital Management > Self Service > CF Confidentiality Statement
User Access Request Form
TRAVEL AND EXPENSES
Updated: 7/1/2020
Additional T&E Information - ADMINISTERED by T&E Administrator ONLY
Section (A) - Employees can only have one default set of chartfields per business unit. Employees can have only one supervisor regardless of the number of business units they will work in. Work with your manager, Budget and Travel & Expenses areas for assistance in completing this section.
*         All Employees must provide their default set of chartfields and their Supervisor's CUNYfirst EMPLID, see section (A) below^        All Proxies must provide the CUNYfirst EMPLID for all employees for whom they will be entering data, see section (B) on Page#3>        All Supervisors must provide the CUNYfirst EMPLID for all employees for whom they approve in T&E, see section (C) on Page#3
<        All Department Approvers must provide CUNYfirst Dept #, Approval level (LV#1 / LV#2 / NTL) & BU, see section (D) on Page#3
Travel & Expenses Roles
Primary Permission List and Row Level Security is Required
FILLABLE by T&E Administrator ONLY
The Travel & Expense Administrator at each college is responsible for the above steps as noted in the training material for Travel & Expense Administrators and coordinating with the college's ASL. For Tax Levy, coordination is also required with the Vendor Management Unit to ensure that the T&E user is also a vendor in CUNYfirst.
Yes
In the absence of written signature: Travel & Expense Administrators may email acknowledgement to the appropriate campus party, per campus' request process. 
Only ONE permission list is allowed for an individual. Financials CUNYfirst Access Approvers at each campus are required to provide the most appropriate Primary Permission List for whom this form is being completed.
Financials CUNYfirst Access Approvers
CUNYfirst Access Approvers may search for the correct Primary Permission List for requesting employee in CUNYfirst via the User Security Permission List Finder tool.  Go to: https://home.cunyfirst.cuny.edu, log in and navigate to, Financials Supply Chain > CUNY > CUNY Security > User Security Perm List Finder
Section (D) - Department Approver is the fiscal approver for a T&E transaction. Two department approvers are required for Tax Levy. The same person may be a department level 1 and department level 2 approver. Non-Tax Levy requires only one level of approval. (If there are more than six departments, add them to the special consideration section at the bottom of page #4).
For Tax Levy AND Non-Tax LevyDid you create and validate the Expense Userin the Organization Data Tab?
For Tax Levy Employees ONLYDid you email SFS-FMS.Security@cuny.eduto setup Official Station in SFS?
Yes
Section (B) - As a Proxy you can perform data entry on behalf of employee(s). (If there are more than two employees, add them to the special consideration section at the bottom of page #4).
Section (C) - As a Supervisor you can approve T&E transactions for employee(s). (If there are more than two employees, add them to the special consideration section at the bottom of page #4).
Approvals and Special Considerations
NOTE#1:         Employees and Proxies must obtain approval from the Business Manager at the campus.
NOTE#2:         T&E Approvers (Supervisors, Department Approvers, Pre-Pay Auditors and T&E Administrators) must obtain approval      
                                  from the Vice President of Administration or his/her designee at the campus. In addition, any combination requires  
                                        approvals from both the Business Manager and the VP of Administration.
For Employee
Managerial Request
Campus Approvals
Central Office Approvals ONLY
Special Considerations or Comments
In the absence of written signature: Managers and Campus Approvers may email approval to the appropriate campus party, per campus' request process. 
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