The following scenarios refer to NH FIRST business processing and how to complete the Agency Access Request form to obtain corresponding User-ID/Logins and security roles:

Scenario 1:
I work for an agency with a 2 person business office where I do the data entry and my POA only approves transactions.  We only need one level of approval.
We need roles for RQ, AP, and AR for Non-AR Cash Receipts.
What should our data entry and approvals form look like?
 
User 1

AP  inquiry, data entry submitter,
AR inquiry, supervisor
RQ inquiry, requestor, As Approver-does not require POA, must include requesting locations
User 2
AP inquiry, AA Approver (POA),  ESC Escalation
AR inquiry, AR Approver,  ESC Escalation
RQ inquiry, AA Approver (POA)
EX for escalation, must include requesting locations.
Scenario 2:
I work for an agency with a three person business office where one person does data entry for revenue, another person does data entry for contracts and payments, and our POA approves all data entry but does not do data entry.
We need RQ, AP, AR with Billing
What should our data entry and approvals form look like?
User 1

AR inquiry, Supervisor
User 2
AP inquiry, Data Entry Submitter

RQ inquiry, Requestor,

As Approver-does not require POA, must include requesting locations
User 3

AR inquiry, AA approver, Escalation 
AP inquiry, AA approver (POA), Escalation
RQ inquiry, AA approver (POA)
EX for escalation, must include requesting locations
How can we ensure back-up if one data entry person is out?  Give the other data entry person the same access for User 1 & 2; both the same access for AR AP & RQ.  Must assign a 4th person with POA to cover user 3.
Scenario 3:
We have a staff of four where one person does purchasing data entry (RQ), one person does payments data entry (AP), another person does receipts (NonAR CR and CB); another person is POA for AP and sometimes performs data entry for AP and RQ.  Our commissioner is our other POA but never performs data entry.
User 1
RQ inquiry, Requestor, 

Approver-does not require POA, must include requesting locations
User 2
AP inquiry, Data Entry Submitter
User 3
 AR/CB inquiry, Supervisor
User 4
AP inquiry, Data Entry Submitter, AA Approver (POA)

RQ inquiry, Requestor, AA Approver (POA), must include requesting locations
Commissioner: 

AP inquiry
EX Approver (will only receive transactions created by User 4)
ESC Escalation Approver
RQ inquiry

EX Approver (will only receive transactions created by User 4 or those left by User 4 for 7 days) must include requesting locations
Scenario 4:
We have a group of employees who only input payments (AP) and another group of people who only input receipts (NonAR CR).   We have two POAs who usually each focus on one area but need to back up each other. What happens if both POAs are out of the office for an extended period?

Group 1 for AP, inquiry & Data Entry Submitter

Group 2 for AR, inquiry & Supervisor

POAs, AR inquiry, AA Approval

            AP inquiry, AA Approval
If both POAs are out of the office, the agency needs to identify another person (Agency Head/Commissioner) with POA powers to use the ESC escalation in basket.

Scenario 5:
We have a group of employees who only input payments (AP) and another group of people who only input receipts (NonAR CR).   We have two POAs who usually each focus on one area but need to back up each other. Each POA inputs their own transactions, one does AP only and the other CR only.  What happens if both POAs are out of the office for an extended period
Group 1 for AP, inquiry & Data Entry Submitter
Group 2 for AR, inquiry & Supervisor
POA1
AR approve & data entry, 

AR inquiry, AR Supervisor, AA Approver to approve all the transactions from data entry group only

AP inquiry, A Approval EX, to approve only those AP documents created by POA2
POA2

AP approve & data entry

AR inquiry,  A Approval Ex to approve those transactions created by the POA1 only

AP inquiry, Data Entry Submitter, A Approver to approve all the transactions from data entry group only

If both POAs are out of the office, the agency needs to identify another person (Agency Head/Commissioner) with POA powers to use the ESC escalation in basket.

