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	Quantum One Organization Change Request Form

	
	Deliver the completed and approved PDF Request form to 
DL-BFBusinessApplications@umaryland.edu



	Requestor & Primary Contact Information (must have in-depth knowledge of reason for request)

	Request Date: Click or tap to enter a date.

	Requestor Name:                                                                     Title:      

	Department:      

	Phone:                                                                                       Email:      

	

	Organization ID Change 

	Is this request to:
  ☐   Change Information (complete Requested Organization Changes section)    
  ☐   Inactivate (Complete (Only complete Organization ID Change section)

	

	Quantum Organization ID (8-character):       

	Describe in detail the purpose of/reason for the department change:        


	

	Requested Organization Changes

	Current/Existing Information

	Department Name:       

	Administrator/Director Name:                                                      Assignment Number:       

	Payroll Clearing Account (PCA) SOAPF Combination:       

	Over the Salary Cap (OTC) SOAF Combination:       

	Other:       

	New/Proposed Information

	Department Name:       

	Administrator/Director Name:                                                      Assignment Number:       

	Payroll Clearing Account SOAPF Combination:       

	Over the Salary Cap SOAF Combination:       

	Other:       

	

	Authorization

	Chair or Authorized Signature:                                                                                               

	Approver’s Title:                                                                                               

	Printed Name:      

	Date:  Click or tap to enter a date.

	

	Business Applications Use Only

	Comments:      

	Business Applications Reviewer: Choose an item.

	Date:  Click or tap to enter a date.



-


	Instructions: 

	Purpose:
	To provide documentation for administrative type changes to an existing department in the Quantum system. The A&F-Business Applications will review these changes.

	Routing:
	Emal the approved PDF form to A&F-Business Applications at DL-BFBusinessApplications@umaryland.edu
· There are questions about the form, Business Applications will contact the request’s primary contact to discuss. 
· Business Applications will either make the requested changes or give the request to the Center for Information & Technology Services (CITS) to make the changes in Quantum. 
· Once the department change is complete in Quantum One, Business Applications will notify the requestor and notify the following departments as applicable: Human Resource Services, Office of Budget & Financial Analysis, Financial Services, Cost and Compliance, Strategic Sourcing and Acquisition Services, Office of Research & Development, or CITS.

	Where to get help:
	For assistance, e-mail  DL-BFBusinessApplications@umaryland.edu and provide contact information. Business Applications will respond with assistance.

	Section
	Description

	Requestor and Primary Contract Information
	Enter the information for the person who has in-depth knowledge as to the specific reasons for the request. This person will be the primary contact person for this request.

	Organization ID Change
	· Indicate by checkbox whether this is a request to:
· change information (such as the organization name) or 
· inactivate organization ID number.
· Provide the Organization ID number.
· Provide in detail purpose of the department change

	Requested Organization Change: Existing/Current Information 
	· Enter the current 8-character Organization ID 
· Existing and Current Department Name,
· Administer/Director Name and ID#
· Primary Payroll Account SOAPF Combination
· Over the Salary Cap SOAPF Combination

	
Requested Organization Change: New/Proposed Information

(only complete fields that there is a request to change)
	· Enter the proposed 8-character Organization ID where changes are made.
· Proposed Organization/Department Name,
· The character length is limited to fifty characters in Quantum Financials. It should look like others at the proper level of the department tree (eUMB) or the Org hierarchy (Quantum). School name should appear in name.
· The current Quantum One tree by running Organization Hierarchy report QFN190 that is found under the Account Combo/Hierarchy Reporting Hub
· The name should be descriptive enough to avoid confusion with other similar departments or Orgs.
· Administer/Director Name and ID#
· Name of the person with primary fiscal responsibility for the department and has the highest-ranking person within the department who has the approval roles in Quantum.
· Primary Payroll Account SOAPF Combination
· Enter the 8-digit SOAPF Combination of the Payroll Clearing Account (PCA)
· Over the Salary Cap SOAPF Combination
· Change the SOAPF used for Over Salary Cap Payroll Changes for the Organization
· Other 
· Provide description as needed if other changes for fields are not found above. 

	Authorization
	Organization change requests must be reviewed and authorized by the person with primary fiscal responsibility for the department and has the highest rank within the department who has the approval role in Quantum.

	
Business Applications   Review
	Business Applications will review requests.
· The primary contact will be notified of a request for more information, if needed.
Business Applications will notify the Requestor/Primary Contact of the approval.
· Business Applications will either make the requested changes or send the request to the Center Business Applications will either make the requested changes or send the request to the Center for Information & Technology Services (CITS) to make the changes in Quantum. 
· Once the department change is complete in eUMB HRMS and/or Quantum Financials, Business Applications will notify the requestor and notify the following departments as applicable: Human Resource Services, Office of Budget & Financial Analysis, Financial Services, Cost and Compliance, Strategic Sourcing and Acquisition Services, Office of Research & Development, or CITS.



image1.png
WV

/

UNIVERSITY of MARYLAND
BALTIMORE




