




New User

Additional Access

Delete Old User

BASIC BROWSE (INCLUDES THE FOLLOWING)

Appropriation Records Accounting Data Entry Menu
Budget Allotment Records
Encumbrance Records Accounts Payable Records
Transaction Records
Reference Files A/R Menu
Closed Period Records
Prior Years Records Misc. Receivables / Payables Menu

Fixed Assets System Menu

ADDITIONAL MODULES (Task Specific) Vehicle Management System Menu

General Ledger Records Accounting Reports Menu

Revenue Records Reference Files Menu

Federal Grants (FGIA) Sub-ledger Treasurer of Guam payments / DOA TPS

Fixed Assets (Property Management) Accounts Establishment (DOA only)

Customs & Quarantine Sub-ledger

Appropriation / Allotment Releases (BBMR)

APPROVED DISAPPROVED APPROVED DISAPPROVED

This form is not to be modified in any manner and is not valid unless presented in original form.

Signature of DEPARTMENT / AGENCY HEAD

Employee Name:

Position Title:

Email Address:

Contact No(s).:

* FOR DOA ACCOUNTING ONLY *

* FOR BBMR ONLY *

FORM AS400ID
(Updated 09/2019)

Signature of /Acceptance by EMPLOYEE

DEPARTMENT OF ADMINISTRATION
REQUEST  FOR  FINANCIAL  MANAGEMENT  SYSTEM  ACCESS

FOR DIVISION OF ACCOUNTS USE ONLY

LAST FIRST M.I.

Agency/Department:

Conditions and acceptance of User ID and Password by employee: The User
ID/Password is authorized for the employee's exclusive use & is Government
property. This password must be safeguarded and protected from unauthorized
persons. Use of the User ID/Password by other than the employee is an
unauthorized use and could be prosecuted under Guam law.

Chief Financial Officer, DOA DIVISION OF ACCOUNTS

* DOA APPROVING OFFICIALS *

User I.D. / Password:

Date Established / By:

Director, DEPARTMENT OF ADMINISTRATION



Form ACC-PYI001 (Sep2019)
590 South Marine Corps Drive, ITC Building, Suite 226, Tamuning, Guam  P. O. Box 884, Hagåtña, Guam 96932

DIVISION OF ACCOUNTS
(Dibision Kuenta)
PAYROLL BRANCH

(Seksion Sueto)
Telephone (Telifon): (671) 475-1195  Fax (Faks): (671) 472-9794

PAYROLL “PAYTK” TIMEKEEPING ACCESS AUTHORIZATION

Date:

To: CHIEF PAYROLL OFFICER

Subject: Request for Payroll/Timekeeper Menu Authorization.

Check One User: New User Delete (old) User

Check One Role: Primary Timekeeper Alternate Timekeeper

Dept. / Div. No(s):

Employee Name:
Last First M.I.

Contact Number(s): Email Address:

User Agreement and Acceptance:
User will be granted access to the PAYTK Payroll Menu Screen. Its sole purpose is for browsing payroll data and entering employee
payroll work time information only. User ID and password must be protected at all times. Sharing and/or tampering of user id and
password to any unauthorized personnel is strictly prohibited. Violation may result in prosecution under Federal or Guam Law.

Employee Signature

Requesting Department/Agency Head Name and Signature

DOA USE ONLY

Approved Disapproved

Chief Payroll Officer, Department of Administration Director, Department of Administration


