
Generic Requester ID - FN 

 

State agencies need the ability for one user to create requisitions for multiple origins as oppose 
to one origin per user as it exists today in FSCMPROD.  This can be done by adding generic 
requester ids that have a unique origin code and can be accessed by multiple users.  Generic 
requester id will be added as a user id in FSCMPROD with no roles attached and will update the 
requester table.     
 
The manager would log in to the appropriate PeopleSoft database and navigate as follows: 
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Please click the Add a New Value tab. 
 
The following page will appear and it will require you to enter your Business Unit.  For this 
example, we will enter 40700 and the click the Add button. 
 

 
 
 
 
The Security Request page will appear for the manager to enter the Generic Requester ID 
information. 
 

• The Action field value is Add. 
 

• The Status field is in the Draft mode. 
 

• The Request Type field is TGM Requester. 
 

• The manager’s User ID, name, and phone number is also displayed in the Enter By field. 
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• The Access Type for Generic Requester IDs will be Temporary and make the Expiration 
Date at least a couple of years.  For this example, we will enter 9-30-2018. This field is 
required.   
 

 
 

• The User ID is the valid origin code for your Business Unit.  For this example, we will 
enter 40700_TRV.  For Generic Requester IDs, the User ID must be 9 characters in length. 
The first 5 characters of User ID must match the business unit.  The 6th character of the 
User ID must be an underscore.  The last 3 characters of the User ID must be a valid 
origin code.  This field is required. 
 

• The Password field is not required.   
 

• The Origin Code description is Travel Automation.  The First Name is Travel and the Last 
Name is Automation.  These fields are required. 
 

• The Phone Number and Email Address is the manager’s phone number and email 
address that is entering the request for Generic Requester ID.  These fields are required. 
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• The Supervisor’s Information is the Name and Phone Number of the manager entering 

the Generic Requester ID.  These fields are required. 
 

 
 
Please review the information and click the Save button. 
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On the Procurement Security tab, the Generic Requester role will already be checked for 
you.   
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• The Requisition Defaults information is required.  For this example, the Default Origin is 
TRV.  The Default Ship To is PO_001001. The Default Buyer is CLDUGGER.   
 

• The Chartfield Defaults information is not required but optional.  For this example, this 
information was not entered.   
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On the User Information, more information is needed. 
 

• The Default Ship To, the Default Location, and the Default Origin are required fields on 
this page.  For this example, the Default Ship To and Default Location are PO_001001. 
The Default Origin is TRV.   
 

 
 

Please review the information and click the Save button. 
 
When the Generic Requester ID is completed by the manager, the manager will change the 
Status field from Draft to Manager Submitted.  This will send an email to the Agency 
Security Officer and inform them that they have a Security Request to review and approve 
before it is sent to Pending Approval Status for DOAS to approve.  After DOAS approves the 
Generic Requester ID or any TGM activity, CSC is sent an email to create a ticket before SAO 
Security can process the security request.  When the security request is processed and 
completed, the Agency Security Officer will receive an email that the request is complete.  

 


