Security Application Form

Maximo

ALL FIELDS ARE REQUIRED


	New Addition

 FORMCHECKBOX 

	Change of Information

 FORMCHECKBOX 

	Deletion
 FORMCHECKBOX 


	Date:      

	Agency Name:      
	Agency Number:      

	Employee Job Title:      

	Employee Name:      

	Employee Business Mailing Address:      

	Employee email Address:      

	Employee Phone #:      

	Employee FAX #:      

	

	Fleet Coordinator Name:      

	Fleet Coordinator Phone #:      

	INSTRUCTIONS FOR PROCESSING USER REQUEST FORM

	1. Complete the entire two (2) page Security Application form.

	2. Obtain approval from your Fleet Coordinator

	3. Attach and email forms to: maximoampfeedback@sao.ga.gov email address.

	4. Application will be processed and once completed; one of our business analyst will contact you for confirmation.  


Maximo Application Roles

Check-Off List

(Check all that apply)
	MAXIMO ROLES

	Check
	Role
	Role Description

	 FORMCHECKBOX 

	Agency Approver
	Reviews Vehicle Requests as entered by the State Agency Requester and approves or declines the vehicle purchases or transfers.

	 FORMCHECKBOX 

	If DHR, Check Appropriate Approval level:
 FORMCHECKBOX 
 DHR Approval Level 1
 FORMCHECKBOX 
 DHR Approval Level 2 
 FORMCHECKBOX 
 DHR Approval Level 3 
 FORMCHECKBOX 
 DHR Approval Level 4

 FORMCHECKBOX 
 DHR Approval Level 5
	· Requester

· Division Regional Coordinator
· RTO

· State Division Regional Coordinator

· Agency Approver



	 FORMCHECKBOX 

	Agency: Fleet Coordinator
	Creates, maintains and updates system asset records. Fleet Coordinators generate fleet cost reports related to assets and planned and unplanned maintenance.

	 FORMCHECKBOX 

	Agency: Receiver
	Receives ordered vehicles from the car dealership and /or from Surplus and creates, maintains, and updates asset records.

	 FORMCHECKBOX 

	Agency: Requester
	Creates the original request to purchase new vehicles and /or transfer disposed vehicles out of Surplus.

	 FORMCHECKBOX 

	OFM: Fleet Analyst
	Reviews Vehicle Requests prior to OPB review and either approves or declines the Vehicle Request; creates, maintains, and updates asset (Vehicle) records; and, generates management and analysis reports and vehicle assignment reports.

	 FORMCHECKBOX 

	OPB: Approver
	Reviews Vehicle Requests and verifies the Agency’s allotted budget and number of vehicles, then either approves or cancels the Vehicle Request.

	 FORMCHECKBOX 

	Agency: Fleet Maintenance
	Maintains minimal data on the Asset record and generates and records maintenance data on work orders.








