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Requesting BFS Access

1. https://sara.berkeley.edu/

2. Click on "Request Access for Yourself or Your Employee

A A

CCess Request pplication

Svstems

Weloome to the Systems Acoess Reguest Application |SARA)

Flease make he iollowing selecton

B#guest Accass for Yoursalf or Your Employves

Manager or Authonzer Revieaw and Approve Beguasls

Conbrol Linit Approves Review and aogrove Requests {authornzed users only)

Secunty Adminisiralor Beview and Approve Reguests (authorized usars only}

3. Enter your CalNet Authentication

4. Click on "Request access for yourself

systems ‘ﬂ'ccess F"*ltmue'sl: Applicatlun

Welcome to the Systems Access Request Application.

What would you like to do?
lfé Reqguest access for yourselr,
Request access for your employee [:g

Reset submat
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S A

ccess Request Ppplication

ystems

home | menu |

Feguest or Change Accs\r:ﬁ
Check Status of 3 Reques

Log Out

6. Click Next
7. Click on BFS, BIBS and BearBuy

8. Click on "no" and then next on the screen

FEOme | menu | request acCess | Check Status Ilﬂ-g out
BFS, BIBS & BearBuy

Do you have exsting access o BFS or BIBS?
yea & no reset | | Next

9. Click on "Request New Access"

10 On the next screen make siire von choose the followino in vellow
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EFS, BIBS & BearBuy

lAccess Roles Not Restricted by Org Node

Roles

Acbon

BearBuy PO Change Crder Prepares

BaarBuy Recaiver

BaarBuy Global Inguiry

Profle Managemant

biuCard Cardhalder

bluCard ReconcierfApprover

GL Preparer

GL Charmield/SpeedChar SetUip

Grants Dept Contact Mainbenance

Grants Research Admintsiraior

BIES Temporary Budget Ledger Preparer

BIES Pedmanent Budget Ledger Preparer
# Financial Inquiry - APPOGLMendor

Wir 8.8 Financial inguiry - APPOGLA endor

* Add Roles
Drop Roles

Clear Make Requisst

ccess Roles Restriched by Org Node Levels 4 to 6

Roles

Level

Org Moge Acbon

BIES Permanent Budget PRT
BIES Perm Budget |
W

® Add Roles

2| ' Drop Roles

Clear Make Request

Wocess Roles Restricted by Org Node Levels 2 to 6

Roles

Lavel

Qg Node Achion

BearBuy Requisiion Creatar
BearBuy Match Exception Freparer
BearBuy Requisiion Approver
BearBuy Vouther Approver
AP Vigucher Approver
GL Approver
BIES Temporary Budget Ledger Approver
#| AR Bill Creabor
¥ AR Bill Adjusior
#| AR Imquiry

* Add Robes

Drop Roles

Clear Make Request

11. Click Make request on both sections then click next.

12. When it ask for approval section in the next part choose the person who will approve you (manager or director)

13. You should get a confirmation.

Support:

For questions or assistance, please contact (PAYMENT SERVICES):

e (Call 510-643-9055

e Email: nonstu_ar@berkeley.edu

e  File copies: G:\BFS AR NonStudents\Policies and Procedures 6-2020
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