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Completing a Modifying existing SAP Access request
When to log this request
When an existing SAP user requires changes to their fund center, cost center group or purchasing group access in their current department.
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When an existing SAP user moves to a different department, the New SAP Access & Training request must be completed.
Procedure
1. Open the ServiceNow – Service Portal. 
2. The Service Portal page opens. 

· In the main menu, select Catalog.
3. The Catalog Home page opens displaying Popular Items.
· In the Categories side menu, expand Accounts and Access and select Finance Access Requests.

4. The  Finance Access Requests page opens displaying applicable access requests.

· Click Modifying existing SAP Access.
5. The Modifying existing SAP Access page opens.

· In the Requested for field, enter the name of the SAP user whose access needs to change.
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Ensure this is the correct person (and email address) by clicking [image: image3.png]


 Preview this record.
In the Fund Centre Access section, as applicable:

· Enter the Fund center(s) to be added 
· Enter the Fund center(s) to be removed.
· Select the type of fund centre access required, either Reporting, Purchasing or Salary access.
In the Cost Centre Access section, as applicable:

· Enter the Cost center group(s) to be added. 
· Enter the Cost center group(s) to be removed. 
In the Real Internal Order (RIO) Access section, as applicable:

· Enter the RIO(s) or RIO group(s) to be added. 

· Enter the RIO(s) or RIO group(s) to be removed. 
In the Purchasing Groups Access section, as applicable:
· Enter the Purchasing Groups to be added.
· Enter the Purchasing Groups to be removed. 
In the Approvals section:

· Select the Finance Manager / Assistant Finance Manager for your Faculty/PASS Department that must approve this request (i.e. the applicable approver for your area) from the drop-down list of approvers.
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In advance, ensure that the person selected is available to approve this request via email.
· Click Order Now.

6. The Service Portal sends an email to the approver with details of the modify access request and buttons to approve or reject the request. 
· If the approver approves the request:

· The Service Portal sends an email to the SAP user requiring modified access informing them of the approver’s decision to approve the request.
· The requested access changes are made in SAP. 
· The Service Portal sends another email to the SAP user confirming that their access has been updated in SAP and the request is closed.
· If the approver rejects the request:

· The Service Portal sends an email to the SAP user requiring changed access informing them of the approver’s decision to reject the request.
· No access changes are made in SAP and the request is closed.

· If the approver neither approves nor rejects the request within two working days, the request will be closed automatically.
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