

Department of Human Services

FINET Access Procedures – Detailed Instruction
The following procedures are applicable to all Utah Department of Human Services Employees needing FINET Security Access Setup, Changes, or Deletion:
I. DHS Network Access Request Form must be completed with necessary approvals and submitted to the Human Services Office of Technology (OT).  
II. DHS Mainframe Access Request Form must be completed with necessary approvals and submitted to OT.  CICS is a required application to use FINET and eForms. Jerry Smith, DHS OT will email CICS ID to the user.  ORS Mainframe access is processed through Francine Bailey.  The CICS ID will be requested in Section 3 on the SA-8 Form.  Although the form says section 3 must be completed by your department Mainframe Security Administrator, it is alright and necessary for you to fill in the ID.  CICS (completion of the Mainframe Access Request form) will be necessary until FINET is available as an Internet application.
III. State Finance form SA- 8 Financial Information Network (FINET) System Departmental Access Request Form must be completed.
A. Use Internet to go to State Finance’s Forms website, select “SA 8 Financial Information Network (FINET) System Departmental Access Request Form” from the Security forms list.  This will take you to the State of Utah Innerweb Login screen.
B. At the State of Utah Innerweb Login screen, your User Id will already be filled in.  Enter your LAN password and click the Login button.

C. If the Login was successful, click the Enter button.
D. You should now be at the eForms website.   Place your mouse over the “Security” Form Category.  Then click on the “SA008 FINET System Department Access Request Form”.
E. The form will be opened in a separate window with Adobe Acrobat Reader 6.0.  Your EIN, Name and Agency/Org will be filled in.  Fill in the rest of the form as applicable.
F. DHS requires electronic signatures.  Make sure the first blank signature line identifies your title (i.e. if you are not the Employee, click on the down arrow and change the first blank signature line to Supervisor).  Click the eSign button.  Note, you will not be able to eSign the form until all the required fields have been completed.  Required fields are identified with an asterisk (*).  When you click the eSign button, the form is saved and your EIN, Name, and a Date/Time stamp will be filled in. 
a. After you have eSigned the form, all the fields are locked and are read only.  However, if you need to make changes, you may click the Unsign button; make any changes, then eSign again.  If you make changes to a previously saved form, the form will retain the original completion date and time; however, it will have a new eSignature date and time.
b. After you have eSigned the form, click on the eMail Form button.  This will open an eMail window and place the link to this specific form in the body of the eMail.  Add the name of the next person required to eSign the form along with helpful instructions.

c. The next person receiving the form will click on the link in the eMail and will be taken to the State of Utah Innerweb Login screen first, and after a successful login will be taken to the specific form for review and for clicking the eSign button to add their electronic signature.  Changes to the form can still be made at this level; however, after the second person has eSigned the form, the form will be locked and unable to have changes made.  If changes are identified after the second signature, the form will need to be unsigned and corrected by the person who applied the second signature.
d. Continue this process for all signatures, with the Manager signature being the Division Budget and Accounting Officer and the final approval signature being the DHS Finance Director. 
G. The DHS Finance Director will email the completed form to State Finance and the Bureau of Finance will keep a copy on file. The user will be notified by State Finance after the security access has been processed.
IV.  Change: To make changes to a current employee’s FINET security, follow the steps for completing a new State Finance form SA-8.  The first box on the form “Request Type” will need to be “Change”.  The adjacent box will identify the type of change and the required sections to be completed.  Follow the same instructions above for obtaining eSignatures (the employee’s signature is required). The DHS Finance Director will email the completed form to State Finance and the Bureau of Finance will keep a copy on file.

V. Deletion: Upon an employee terminating employment with the Department of Human Services or changing jobs within DHS that no longer requires FINET access, the supervisor must complete State Finance form SA-8.  The first box on the form “Request Type” will need to be “Delete”.  Sections 1 and 7 will need to be completed.  Email the eForm to get the required electronic signatures (Supervisor, Division Budget & Accounting Officer, and Finance Director; Employee’s signature is not required). The DHS Finance Director will email the completed form to State Finance. [In the case of an employee terminating employment with the DHS, the Office of Human Resources has an employee termination form that they forward to OT and OT deletes all other computer access].

For additional instructions and FAQs on using eForms, see:

http://finance.utah.gov/forms/eforms.htm  or http://www.fi.as.ex.state.ut.us/eforms/faqEforms.asp
For problems or additional help contact: Jodi Patterson, DHS, OFO at (801) 538-8238.
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