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Common Payment Service 

Access Authorization
	



In order to manage access to the Common Payment Service (CPS) environment the Office of Information Technology Services (ITS), Office of State Controller (OSC) and the CPS customer (the Agency) agree to the following process.  This will ensure that all parties are aware of who is accessing CPS and that access rights are granted or removed only through this process.

The Agency must identify an "Authorizing Agent."  This individual will have signature authority to request access to CPS for specific users within the Agency.

The Authorizing Agent's manager will identify this individual to ITS and OSC in writing.  Signatures of both the Authorizing Agent's manager and the Authorizing Agent are required.

In requesting access for a user from the Agency, the Authorizing Agent will submit an Access Authorization Request Form to the Service Manager for Common Payment Service.  In the event the Service Manager is unavailable, the Enterprise Solutions Director will process such a request.  Signatures of both the user (when access is to be granted) as well as the Authorizing Agent are required on this form.  Consequently, the form should be mailed, delivered or faxed to ITS.  The Agency, ITS, and OSC agree that a fax or copy of the signed original is sufficient.

Information to be supplied by the Agency includes the user name and signature along with the specific nature and type of the requested access

ITS will process each request and inform the Agency when access is granted.  ITS will make every effort to process each request within one business day or the following business day based upon the time of receipt of the request form.

This process applies to the removal of user access rights as well.  The user signature is not required, however, for removal of access.  User ID’s and passwords must be promptly removed/disabled once there is no longer a justifiable business need for access.  This complies with industry-standards and best practices regarding the management of user access to systems and business applications.

The Agency may request a list of current authorized users.  The Authorizing Agent or his/her manager should make such a request to ITS in writing.  ITS will provide this information to the Authorizing Agent or his/her manager.

The following information is required in order to establish access to Common Payment Service.  Once completed, this form may be faxed or delivered to the address listed below, attention "Service Manager, Common Payment Service."

Agency Name:  _____________________________
Request Date:  ___________________

Authorizing Agent (Name):  ____________________
Signature:  ______________________

	Establish access for (Name)
	Signature

(Required for Adding a new user)
	Reason for Access

(Choose from Business Functionality listed below.)
	Type of Access Add/Delete

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________

	________________________
	________________________
	________________________
	_________


Business Functionality

· Online Web Reports

· Paylinx Client

Enterprise Solutions

Office of Information Technology Services

P. O. Box 17209  Raleigh, NC  27619-7209

Fax:  919-850-2959  State  Courier 51-01-11
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