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User Access Request Form
This form is required to gain access to the CUNYfirst Accounts Receivable and Billing system, and must be requested by the employee’s manager. Employees may not request access for themselves without appropriate approvals. For transfer employees, separate Accounts Receivable and Billing forms must be completed to terminate access at the original Campus and to establish access at the new Campus.
Employee Information Section
Confidentiality Statement (Must be signed by the Employee)
I understand that the data obtained from any CUNYfirst system is to be considered confidential and NOT to be shared with anyone who is not authorized to receive such data. I understand that I am individually accountable for the use of my User ID in the CUNYfirst system. Improper use of my User ID could lead to revocation of access rights and further disciplinary proceedings in accordance with CUNY policies, rules and regulations, and applicable collective bargaining agreements. 
Receivables / Billing Roles
Updated: 7/23/2020
In the absence of written signature: Employees may accept the Confidentiality Statement in CUNYfirst via Employee Self Service.  Go to: https://home.cunyfirst.cuny.edu, log in and navigate to, Human Capital Management > Self Service > CF Confidentiality Statement
RECEIVABLES / BILLING
Approvals and Special Considerations
For Employee
Managerial Request
Campus Approvals
Special Considerations or Comments
In the absence of written signature: Managers and Campus Approvers may email approval to the appropriate campus party, per campus' request process. 
Primary Permission List and Row Level Security is Required
Only ONE permission list is allowed for an individual. Financials CUNYfirst Access Approvers at each campus are required to provide the most appropriate Primary Permission List for whom this form is being completed.
Financials CUNYfirst Access Approvers
CUNYfirst Access Approvers may search for the correct Primary Permission List for requesting employee in CUNYfirst via the User Security Permission List Finder tool.  Go to: https://home.cunyfirst.cuny.edu, log in and navigate to, Financials Supply Chain > CUNY > CUNY Security > User Security Perm List Finder
Mandatory Central Office Approval
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