KENNESAW STATE
J UNIVERSITY

OFFICE OF FISCAL SERVICES

SAS Financials Access Form Guide

The purpose of this job aid is to describe how to complete a SAS User Account Request
form. This guide will walk you through the steps necessary to complete your SAS
Financials Access form. Be sure to complete the form fully to the best of your ability.

+ Ifyou are an employee filling it out, be sure you know the 7-digit department
numbers that you will need access to view in SAS. If you are not sure, discuss this
with your Business Manager.
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1. Navigate to the PowerForm.

% KeNNESAW STATE Begin Signing ® help

PowerForm Signer Information
SAS Financial User Account Request Form

Instructions:

Fillin the name and email for each signing role listed
below. Signers will receive an email inviting them to
sign this document.

See the jobaid located here for additional help.

Please enter your name and email to begin the signing
process.

Employee/SAS User

Your Name: *

‘ Full Name ‘

Your Email: *

‘ Email Address ‘

Please provide information for any other
signers needed for this document.

Employee Supervisor

Name:

Full Name

Email:

2. Under the SAS User section, fill out your first and last name and your KSU email.

Please enter your name and email to begin the signing
process.

Employee/SAS User

Your Name: *

Full Name ‘

Your Email: *

| Email Address ‘
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3. Underthe Business Manager section, fill out your Business Manager's name and
email address.
Note: The business manager’s signature is not required for users within the
Office of Budget and Planning or Grants Reports users.

Business Manager

Name:

4. Underthe Employee Supervisor section, fill out your supervisor's name and email
address.

Employee Supervisor

Name:

5. Click "Begin Signing" at the bottom of the screen.

Begin Signing

6. Click the button that says "l agree to use electronic records and signatures.", then
click “Continue”.

KENMESAW STATE
UNIVERSITY

Please read the Electronic Record and Signature Disclosure.

| agree to use electronic records and signatures. *

Change Language - English {US) v Other Options hd Continue
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7. Click the KSU ID# field and type your KSU ID number.
a. Click the Position Title field and type your position title.
b. Click the KSU ID# field and type your KSU ID number (See Appendix A to find out
how to find your KSU ID number).
c. Clickthe NetID field and type your NetID number.
Click the "Required - Department Name" field and type your department name.
Click this dropdown and select the "New SAS User" option if you do not currently
have Financials access or the "Modify Existing User" option if you already have
Financials access and need to add or remove roles/reports.
f. Clickthis dropdown if you are a Grants user.
Select Grants Accountant if you are in the Office of Fiscal Services Grants
Accounting department and select Grants Manager if you are the budget
owner for one or more grants.

KENNESAW STATE
UNIVERSITY
OFFICE OF FISCAL SERVICES

SAS Financial User Account Request Form

The purpose of this form is to grant appropriate access to the Financial Reporting Data. This is to ensure the
security, confidentiality, and appropriate use of all internal and external data which is processed, stored,
maintained, or transmitted on Kennesaw State University computer systems and networks.

Please Note: This form is required even if you already have an Academic SAS account.

Employee Name: Scrappy Horned Owl

a.[position Title: Mascot

b.Jksu Ip: 123456789 Net ID: |shornedo C.
d. Department: Kennesaw State University

€./ select User Type: “ - select - v| | Select (Grants Users Only): | | - select - v | f.

g. Clickthe "Department IDs" field and type all Department numbers that you will
need to see in the system here.

-Grants Reports users may skip this section and go to step number 8
e Listthe 7-digit department numbers for which you are requesting access.
¢ You may list multiple department numbers.
e Ifyou require access to an entire division, you may list the 3-letter prefix
for the division (e.g., BUS, SCM).
e Do notenter speed keys or other speed chart fields (like fund), as SAS
Security is granted by department or division only.

Page 4 of 8



KENNESAW STATE
UNIVERSITY

OFFICE OF FISCAL SERVICES

e Ifyou need access to a Project that is outside of your department access, list it
here. Projects within your department are automatically included in your access.

I Data Description Note: Grants only users may skip to the signing lines below. |

Security and confidentiality of financial data are matters of critical importance to odministration at Kennesaw State
University. Data includes budgets, expenses, revenue, encumbrances, grants, and position management information.

SAS security is based upon Department IDs, Please list the 7 digit Department 1D numbers for which view access
i i indi i be removed

epartments to Add:

1234567, 8912345, 5556789

epartments to Remove:

Check for access to Position Management data. This includes employees’ salaries.

h. Inthe “Departments to Remove” box, you may list department numbers that are no
longer needed.
i. Checkthe boxif you need access to Position Management data.
a. Position Management reports include employee salary information.
b. Additional review may be required to confirm that you are authorized to use
these reports.
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8. Clickthe Sign button in order to sign your SAS form.

Sign
z November 18, 2025

Employee Signature Date

Supervisor Name

Supervisor Signature Date

Business Manager Name

Business Manager Signature Date

You must also review and sign the Confidentiality Agreement below to indicate your acceptance of the
terms as a condition for data access to be granted.

9. The system will give you a chance to review your signature. Once completed, click
"Adopt and Sign".

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name * Initials *

Scrappy Horned Owl | |SHO

SELECT STYLE DRAW UPLOAD

PREVIEW Change Style

Signed by: DS

1CDE2E928E964156...

By selecting Adopt and Sign, | agree that the signature and initicls will be the electronic representation of my signature and initicls for all purpeses when | (or my
agent) use them on documents, including legally binding contracts.

Adopt and Sign Cancel
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10. Then review the Confidentiality Agreement on pages 3 and 4.

This site uses cookies, some of which are required for the operation of the sit

Review and complete ‘ Finish v‘

Docusign Envelape ID: BF2FODC7-9250-458D-A5D8-B8F081DES139

Next v
Office of Fiscal Services — Budget Department -
Enterprise Reporting and Training =y
Financial Reporting Confidentiality Agreement
Iunderstand that my right to access, view, use, store and manipulate data using the Office of Fiscal Services
Financial Reporting systems is subject but not limited to the following laws, regulations, and policies:
Click on any of these links to learn more.
Family and Privacy Rights (FERPA), Part 4, Records and Privacy
Health Insurance Portability and Accountability Act of 1996 (HIPAA)
University System of Georgia Board of Regents Ethics Policy
University System of Georgia Board of Regents Protection and Security of Records
Kennesaw State University UTIS Policy Directory
Kennesaw State University Employee Handbaok, Section 8.4.1 Examples of Inappropriate Conduct
Official Code of Georgia, 10-1-911 (5) "Personal
Institutional Review Board (IRB) Use of Student Data in Research
Public Information
Although any individual has the right to request and receive information per the Georgia Open Records Act, you as an
employee of Kennesaw State University must hold these records confidential. All Open Georgia Records Act requests
must be made in writing and should be forwarded immediately to the Office of Legal Affairs or to the President's Office.
Student Information
The Family Educational Rights and Privacy Act of 1974 (FERPA) as amended affords students the right to have their 100%
personal infarmation and educational records held in confidence with limited exceptions. These policies prohibit the
distribution of individually identifiable confidential data but permit aggregate or statistical reporting so long as
identities cannot be derived. It is your responsibility to ensure that any aggregate value less than 5 (five) is not included v
pewsrsa oy  docusign English (US) ~ Copyright © 2025 Docusign,Inc. Al ights reserved

11. Once done, click "Sign" at the bottom of page 4.

7. Not exhibit and/or divulge the contents of any KSU owned data and/or information to any person except as
required for the completion of my job responsibilities.

8. Limit access to data and/or information contained in, or obtained from, KSU computer systems to authorized
persons.

9. Reportany incidents of non-compliance with the terms of this agreement to my supervisor.

By signing and dating this agreement in the spaces provided below, | certify that | have read and agree to its terms. In
addition, | understand the agreement remains in effect continuously for the duration of my employment by Kennesaw
State University. | also agree that, when my employment with Kennesaw State University ends, | will not keep
possession, recreate or deliver to anyone else, any confidential, sensitive, and/or proprietary information (regardless if
it is labeled as such) that | acquired while employed by Kennesaw State University.

Sign
Scrappy Horned Owl ya November 18, 2025
Employee Name Employee Signature Date
Kennesaw State University Please sign and submit by creating an OF S ServiceNow ticket. Rev. 10/9/2024
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12. After you have signed, click "Finish" in order to send your SAS form to your
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supervisor and Business Manager for signature.

Review and complete

8. Limit access to data and/or information contained in, or obtained from, KSU computer systems to authorized
persons.
9. Reportany incidents of non-compliance with the terms of this agreement to my supervisor.

By signing and dating this agreement in the spaces provided below, | certify that | have read and agree to its terms. In
addition, | understand the agreement remains in effect continuously for the duration of my employment by Kennesaw
State University. | also agree that, when my employment with Kennesaw State University ends, | will not keep
possession, recreate or deliver to anyone else, any confidential, sensitive, and/or proprietary information (regardless if
it is labeled as such) that | acquired while employed by Kennesaw State University.

Signed by:
Scrappy Horned Owl ge/\w Uoaned Owl November 18, 2025
Employee Name mpToyed Sigiature Date

Finish

Note: Please allow 3-5 days for account creation. UITS will notify the new SAS

Financial Account User via email when the account has been created. Please test
your login and ability to open reports prior to attending a SAS training class. The
link for SAS training can be found on KSU's SAS Training for New Financial Users

Page in Percipio.
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Appendix

A - Finding your KSU ID number

a. To find your KSU ID with a Mobile Talon

Card: < Back Card Management

i.  Openthe Transact eAccounts

App and signiin. o

ii.  Clickthe geariconinthetop
right corner to open your

account manager.

iii.  Select Card Management. No one can use a card while it's disabled, including
iv The KSU ID number is the last 9 you. You can turn it back on anytime.

digits of the numeric string as

indicated in phone app image. _
V. Please note that for Android E] IPone Campls 10 D

phones, you may need to rotate

the device horizontally to see = 000000000000008123456789 o

the full KSU ID number.

b. To find your KSU ID on a physical Talon KENNESAW STATE UNIVERSITY
Card: Locate the ID number near the

bottom left of the card, as indicated in o TP‘LUN
the Talon Card image. m

KSU ID123456789
Ne

Scrappy Owl
VISITOR




