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Requisition Security access is broken down into three key components. This document outlines the purpose of each, 

how they work together, and provides guidance on how to request the appropriate security to meet a user’s business 

needs. See the Online SAS Requester Guide for instructions on how to use the Security Access System. Please also 

reference the General Services Definitions of Roles document for detailed information about the pages the roles 

described below will gain access to in the PeopleSoft Financials system. 

 

Note: requisition access is granted only to business areas trained to use the online requisition functionality in 

PeopleSoft. Contact the Purchasing Department at (916) 568-3071 for information. 

  

Requisition View 

 Who Should Request This Role 

- Staff who wish to view requisitions in PeopleSoft Finance 

- Staff who wish to print requisitions from PeopleSoft Finance 

 

 How to Request This Role 

- Use the PeopleSoft - General Services security request form and select “Requisition View” 
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http://www.losrios.edu/~secdocs/restricted/SASRequesterGuide.pdf
http://www.losrios.edu/~secdocs/restricted/forms/PS%20Financials%20General%20Services%20Request%20Form%20Descript%20Final.pdf
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Requisition Entry Access 

 Who Should Request This Role 

- Staff who will be entering and processing requisitions in the PeopleSoft Finance system 

- Staff will be granted the ability to review budget information, view matching activity on their requisitions 

(receiving, invoicing, etc.), and view vendor files in the system. 

 How to Request This Role 

- Requesting this access requires completion of a two-step process: 

1. Use the PeopleSoft - General Services security request form and select “Requisition Entry 

Access”  

 

2.  

 

2. Complete this form and hit the “Continue” button and the screen below will be displayed. Note 

the text in the red box. Click the “Request FS Requisitions Add/Update Entry Access for 

<Employee Name>” link. 

 

 

 

 

 

 

3. List employee info for all “requesters” for whom the requisition entry person has authority to set up 

requisitions in Peoplesoft Finance. There is space at the bottom of the form to enter employees who 

should be removed from the list of “requesters” for the entry person. 
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Requisition Approver Access 

 Who Should Request This Role 

- Staff who will be approving requisitions in the PeopleSoft Finance system 

- Staff will be granted the ability to review budget information, view accounting entries and PO 

information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 How to Request This Role 

- Requesting this access requires completion of a two-step process: 
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1. Use the PeopleSoft - General Services security request form and select “Requisition Approver 

Access”  

 

 

2.  

2. Complete this form and hit the “Continue” button and the screen below will be displayed. Note 

the text in the red box. Click the “Request FS Requisitions Add/Update Approver Access for 

<Employee Name>” link. 

  

 

 

 

 

 

 

 

3. List employee info for all “requesters” for whom the requisition entry person has authority to 

approve requisitions in Peoplesoft Finance. There is space at the bottom of the form to enter 
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employees who should be removed from the list of “requesters” for the entry person. 

 

 Note: Section 1 of this form applies only to a select few executives at the District 

Office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Requisition Requester Updates & Maintenance 
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It may become necessary periodically to modify the relationships between requestors and the staff assigned to 

enter and approve requisitions on their behalf. For example, when a new employee is hired into a department 

and will be requesting purchases, they will need to be assigned to a requisition entry person and a requisition 

approver. When this occurs, take the following steps: 

1. Navigate to the SAS system and initiate a new request. Enter the required information for the 

requester for whom the changes need to be made and select the FS Requisitions – Add/Update 

Requester(s) supporting form.  

2. Use the FS Requisitions – Add/Update Requester(s) form to identify staff who should be 

authorized to enter and approve requisitions for this employee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the supporting form drop down, there are two additional forms that may be occasionally used for maintenance. 

 FS Requisitions – Add/Update Approver 
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o This is the same form as shown in step 3 of the Requisition Approver access section of this 

document. Use it to add or remove requesters for an employee already set up with requisition 

approver access. 

 

 FS Requisitions – Add/Update Entry 

o This is the same form as shown in step 3 of the Requisition Entry access section of this document. 

Use it to add or remove requesters for an employee already set up with requisition approver access. 

 

 
 

Note: employees who separate from Los Rios will automatically be removed from the requester list. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


