eCAPS PROCUREMENT USER REGISTRATION

	Action:   FORMCHECKBOX 
   Add           FORMCHECKBOX 
   Change           FORMCHECKBOX 
   Delete 


	DEPARTMENT NAME:
	

	EMPLOYEE  NAME:
	

	
	Last Name
	First Name

	TITLE:
	


	EMPLOYEE NUMBER: 
	
	USER ID (if different than employee no.)
	

	E-MAIL ADDRESS:
	

	eCAPS MANAGER’S NAME (Must be in system for PROCBUYER):
	


CHECK THE APPLICABLE SECURITY PROFILE(S)

	 FORMCHECKBOX 

	PROCBUYER:  Procurement personnel

	
	
	eCAPS Manager ID (required if PROCBUYER is checked:
	

	
	 FORMCHECKBOX 

	BUYER: Add to the BUYR table if box above is checked
	

	
	
	Manager ID (required if PROCBUYER is checked:
	

	 FORMCHECKBOX 

	APPR: 
	Approves Requisitions/Purchase Orders/Invoices

	 FORMCHECKBOX 

	RECV:
	Enters receiving information
	
	
	

	 FORMCHECKBOX 

	INV:
	Enters invoice information
	
	
	

	 FORMCHECKBOX 

	ISD CENTRAL BUYER:  ISD Central Purchasing Buyers ONLY

	
	
	Warehouse Location (optional):  
	

	
	
	Shipping Location (optional):  
	

	
	
	Billing Location (optional):  
	

	
	
	Office Location (required):
	

	Requesting Organization’s Manager must be the Manager of the Functional Area that the eCAPS User is assigned to.


	I certify that ISD-Downey Data Security has established a valid user logon-id, or an application has been submitted with this user registration form, and that I will use a unique password known only by myself. 


	User Signature
	
	          User's Telephone Number                     Date

	AUTHORIZATION SECTION

	
	Requesting Organization
	
	
	

	
	
	     
	
	
	
	
	
	

	
	
	Authorizing Manager Name  (Print)
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Authorizing Manager Signature
	
	
	
	
	
	

	
	
	     
	     
	
	
	
	
	
	
	

	
	
	Authorizing Manager Telephone Number
	Date
	
	
	
	
	
	

	eCAPS Project Team
	eCAPS System Administrator

	
	
	
	
	
	
	
	
	
	

	
	
	 Received/Verified By 
	Date 
	
	
	
	Received/Verified By
	 Date
	


 FORMCHECKBOX 
   BUYER:  Add to the BUYR table if box above is checked.

 FORMCHECKBOX 
   Verified UDOC Security/Workflow Role:  For eCAPS Project Team Use ONLY

eCAPS Registration Form 

3/14/2011

 


