Checklist for PGroups
	Question 
	Answer / Information
	Comments

	Employee’s name
	
	

	Does the employee/user have the Agency Purchaser role?
	
	

	What is the date HR assigned the roles to the user?
	
	

	What is the user’s Employee number?
	
	

	What is the user’s position number?
	
	

	Is the position existing or new?
	
	

	If it’s an existing position: 
	
	

	What is the name of the user previously in the position?
	
	

	What is the PGroup used by the user that was previously in the position?  
	
	

	Does the user have a valid login date?
	
	

	What is the user’s Telephone number? Include area code
	
	

	What is the user’s Fax number?  Include area code
	
	


