%FULLERTON Peoplesoft (ERP) Campus Solutions

INFORMATION TECHNOLOGY

TRAINING & SUPPORT Access Request Form User Guide

Last Revised: 8/8/13

B U ERTON




PeopleSoft ERP Campus Solutions
Access Request Form User Guide

REVISION CONTROL

FINAL

Document Title: PeopleSoft ERP Campus Solutions Access Request Form User Guide
Author: IT Training & Support
File Reference: CSARF_SecurityBPG.docx

Revision History

Revision Date Revised By Summary of Revisions Section(s) Revised
5/3/13 Lori Arthur- Updated guide to reflect that paper ARFs are no longer

Carmichael accepted. Made ATI formatting changes.
8/8/13 Lori Arthur- Formatting changes.

Carmichael

Review / Approval History

Review Date Reviewed By Action (Reviewed, Recommended or Approved)
5/3/13 Kerry Boyer, Joe Approved

Luzzi
8/8/13 Kerry Boyer, Joe Approved

Luzzi

Last Revised: 08/08/13

Page ii




PeopleSoft ERP Campus Solutions

Access Request Form User Guide FINAL
Table of Contents Page
1.0 ACCESS REQUESE FOIM OVEIVIEW ......uviiiiiieeee e ittt et e e e e e st e et e e e s s saataeeeaeeeessasssbeeeeaaeessansteseeeaeesaasnstnneneaeessnnnnes 4
2.0 Access Request Form (ARF) Data Entry for Campus SOIULIONS ........ccuuiiiiiiiiiiiiiiiiee e 5
Campus SOIULIONS ARF OVEIVIEW ........ueiiiiiiiaae ittt ee e e e sttt et et e e e s e aaaabeeeeeaaeaaaaaasbeseeaaeeasaannbbeseeaaeesaaasssbneeaaaaaas 5
Completing the DepartmMents Tab ........ccuviiiiii e e e e s e e e e e s s e e e e e e e e e nnnes 10

Completing an Office SPECITIC FOIM .. ...uiiiiiiie e e e e e e e e s s e e ae e e e ennnes 12

3.0 Manager APPIOVAI PIOCESS ......ueiiiiiiiiiiiiiiii ettt ettt e e e e e o bbbttt e e e e e e s bbb teeeeaeeaasanbbeseeaaeesaaanbbneeaaaeeas 16
4.0  EMPIOYEE REVIEW PrOCESS ... iieiieiiiee e e i ittt e e e e et sttt e e e s s st eeeeeesssastaeeeeaeeesaasasbaeeeeaeesaanssntneaeeeessannnnnnenes 19

Last Revised: 08/08/13 Page iii



PeopleSoft ERP Campus Solutions
Access Request Form User Guide FINAL

1.0 Access Request Form Overview

In order to access any PeopleSoft functionality campus users must complete a PeopleSoft (ERP) Access Request
Form. These forms are available online through the campus portal. A separate form is required for each of the
following functional areas: Human Resources, Finance, and Student Administration. Prior to accessing the
form all popup blockers must be disabled.

Who completes the ARF?
An Access Request Form can be initiated either by an individual employee or another person within the division.

When is the access granted?
Once the manager electronically approves the ARF, IT Training will assign the necessary training courses. All
training requirements must be completed before any access to PeopleSoft is granted.

Please use the appropriate browser to successfully access the web based access request form:

e PC —use Internet Explorer
e MAC - use Safari
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To begin the process, first create a new Campus Solutions Access Request Form.

Processing Steps

Screen Shots

Campus Solutions ARF
Overview

Step 1:
Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

P ktalLogo

Help

Username® |ttitan

Password®*

Step 2:
Next, select the Titan Online tab.

Faculty/Staff P rtal

My CSUF  Email Library Classes TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Profile
Perkins Loan  CMS Docs  Web Folder Office Max  Titan Online Documents  Admin CM5  e-Content  Parking

Log Out

Help | CSUF Home

Step 3:
Next, select My Workplace under
the eContent section.

eContent

@EJJ My Workplacé

My VWorkplace provides access to Electronic Forms,
Workflow Processes, and Reportz for Finance, Human
Re=sources, and Student Administration.

Training Guides

=] Training Resources

Step 4:

Depending upon your access you
may see additional forms and
reports.

To access the Access Request
Form, select the IT Access
Request Form link.

@ Distributed Reports

My Workplace
B My Workplace

2| Budget Allocation & Transfer Reports @
Reports showing budget balances and transfers

2 Budget Balance Available Report @

% Commitments Report @
Reports showing custom commitments

94 Encumbrance;Expenditure Reports @

2| Security Reports @
Reports showing distributed security access

Budget Balance Available Report - REVEMLUE & EXPEMSE

Reports showing summary and detail encumbrances and expenditures

Last Revised: 08/08/13
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Processing Steps Screen Shots
Step 5:
Next, select the appropriate form for (@1 IT Access Request Form(s) BEE
the required access:
° Campus Solutions Access @ Campus Solutions Access Request Form @

Request Form =
a @ Finance Access Request Form m

E._?I HR Access Request Form m

1
& Prior to accessing the form all
popup blockers must be disabled.

Step 6:
The form opens in a new window. CALIFORNIA STATE UNIVERSITY  California State University, Fullerton

FULLERTON Campus Solutions Access Request Form

Employee Information (Flease enter CWID fo retrieve employes information)

First, enter the Employee ID

(CW'D) (Eéf.ﬂ:g’;“ e IBDDDDUDDU| I Campus E-mail:
First Mame: Last Name:
Then, tab to the next field. Department Mame: Department |D:
Additional fields on the page will e Gampus Extersion:
auto populate.
Division: Appropriate Administrator:
[ Permanent [~ Temporary If Temporary, List Appointment End Date:
Fields in green should be ™ Faculy [~ Staff [ Management [ Student [ Other

completed first. This will auto
populate other fields on the form
with PeopleSoft data.

@ Verify that the employee’s
Appropriate Administrator is correct
since this form will automatically be
routed to that person for approval.

If the form populates with
incorrect personal data, contact
Human Resources and close the
form without continuing. This form
should not be used until that data
has been corrected.
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Processing Steps Screen Shots
Step 6a:
If the CWID is not listed in Page 1 LR
PeopleSoft an error message will
op up indicating “no matchin eC A L5 T A T 1 Califomnia State University, Fullerton | FormiD |
IPECpOI’C? found.” 9 9 ﬁé} FULLERTON Human Resources Access Request Form | 522637543 |
' Employee Information
. Employee ID: gnps5211420 c E-mail:
Contact CMS Security at (cwip) s
cmssecurity@fullerton.edu with the First Name: Last Narme:
employee’s name and CWID if you Department Name: Dapartment 1D: =
get this error message. Security Title: g B
personnel will assist you in getting Divsian: 'E i e e el
the user added to the system. [~ Permanent [~ Temporary =
7 Faculy [7 st [~ Manageme | oK |
L[ [Account Action Request {check all that ap | ¢ Change Department

Step 6b:

If the employee has multiple jobs on 2| Lookup Results -- Webpage Dialog ==

campus you will be prompted to |§} https://erpaetstll. calstate.edu:9443/CSUFWorkplace/formCallback?platformID=filenetficmd=dlgs B|

choose the appropriate position for —

the form FirstName LastName DepartmentName Division EmployeeUserID
Katniss  Everdeen Biological Science VP Academic Affairs -NP keverdeen

. e . atniss  Everdeen Testing Center Vice President for Student Aff keverdeen
To review the position information,

select a position and ¢
lick Details.

& Multiple matches were found. Please select the correct entry.

Details J I oK ‘ [ Cancel
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Processing Steps

Screen Shots

Step 6¢:
The job details will be displayed.

Select OK to return to the position
selection screen.

a Details -- Webpage Dialog

[l

| 2 https://erpaetstl].calstate.edu:9443/CSUFWorkplace/formCallback?platformID=filenet&icmd=dlg E|

FirstMame
LastMame
Departmentiamea
Division
EmployeellserID
CampusExtension
CampusEmail

Title

DeptlD
Division_ID

Dinciinm

Katniss

Everdeen

Testing Center

Vice President for Student Aff
keverdeen

4227

keverdeen@ Exchange.fullerton.edu

Casual Worker
10221

10236
Nthar

-~

m

| ok |

Step 6d:

When the correct position has been
identified, select the position and
click OK to continue.

a Lookup Results -- Webpage Dialog

X5

| 2 https://erpaetst0l.calstate.edu:9443/CSUFWorkplace/formCallback?platformID=filenet&cmd=dlgs ﬁ|

FirstName LastName DepartmentName Division

Everdeen Testing Center

Katniss  Everdeen Biological Science WP Academic Affairs -NP

& Multiple matches were found. Please select the correct entry.

Vice President for Student Aff keverdeen

EmployeelserID

keverdeen
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Processing Steps

Screen Shots

Step 7:

Next, identify the action request:

e New User: a user who does not
currently have Campus Solutions
access.

e EXxisting User: a user whose
Campus Solutions access needs
to be modified.

e Change Department: a user
who has moved from one
department to another and their
Campus Solutions access needs
to be modified.

¥ Permanent [ Temporary If Tempaorary, List Appointment End Date:  MNA

[~ Facully [ Staff ™ Management ™ Student [ Other

nt Action Request (choose one) * Mew User [ Existing User

[~ Change Department

Step 8:

The Comments (Read only) section
will populate with any comments
typed into the “comment” section
upon saving the form.

Comment:

Employee Info

e

alifornia State University, Fullerton

(i CALIFORNIA STATE UNIVERSITY
FULLERTON Cafgus Solutions Access Request Form

Employees Infformation [Flease enter CWID fo refriave oyee information)

Name : Katniss Everdeen

Employee D gppapa7as
{CWID)

mpus E-mail: keverdeen@Exchange fullerton.edu

First MName. Katniss

Department Mame: |T-Training - 10258

Tlle:  Admin Analyst'Spcst 12 Mo - 5792

Appropriate Administrator: \ Arthur-Carmichael

Division: | T-Information Technclogy
¥ Permanent I Temporary If Temporary, List Appointment End Date:  N/A }
[ Faculty [& Staff I~ Management I Student [~ Other -
(Account Action Request [choose one) ™ New User ﬁmﬁar (" Change Department

Go to Security Page

G0 to Signatures Page |

T
—

Comments (Read only)

Approval Status:

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 9:

Based upon the employee
information, only the appropriate
security page may be completed.

Click on the Go to Security Page
button to complete the appropriate
tab.

For instructions on how to complete
the Departments Tab click here.

For instructions on how to complete
an Office specific Tab, click here.

]
ZSOnIy complete the

appropriate security page;
otherwise, you will receive an error
message.

[+ Permanent

[~ Faculty [~ Staff

[ Temporary

™ Management

If Temporary, List Appointment End Date: WA

[~ Student [ Other

Account Action Request [choose one)

@ Mew User  Existing User | Change Department

Go to Security Page

Go to Signatures Page

Comments (Read only)

Approval Stafus:

Tab Name

Who uses this tab?

Departments

Those who work in Campus Departments other than
the departments listed below. This is the appropriate
tab for most users.

Admissions Office

Used solely for Admissions Office employees

Records Office

Used solely for Student Records Office employees

Scheduling Office

Used solely for Scheduling Office employees

Financial Aid

Used solely for Financial Aid Office employees

Student Financials

Used solely for Student Financials employees

Extended Education

Used solely for Extended Education employees

International Ed

Used solely for International Education employees

Completing the
Departments Tab

Step 1:
First, identify your campus
department.

If your department is not listed, use
the “Other” option.

The department specified
determines most security needs for

this employee.

If additional specific security is to be
added or removed, use the Security
Request portion of the form.

I Departments I

CALIFORNIA STATE UNIVERSITY

FULLERTON Campus Solutions Access Request Form

California State University, Fullerton

DEPARTMENTS

Office {check one)

* Academic Advising
Academic Department

T Athletic Office

~ College of
Education/Credentials

Credentials Office
Dean of Students

Mame : Katniss Everdesn

Disabled Student's Office T Health Center

™ Library

3

Human Resources

EOP Office

~ Irvine Campus Academic T Oufreach Office
Freshman Programs Advising -
iraduale Admissons ~ Irvine Campus Reg / Payrall
Advisor Cashiering ™ Public Safety
Graduate Studies Office = Judicial Affairs ( Testing Genter
Graduation Check Reviewer ‘® Other Analytical Studi Eﬁl

Mew Student Orientation

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 2:

If applicable, in the Security
Request section select the “add”
box next to each additional role
needed.

'
& Roles with an * require a
business justification.

Enter the justification into the
“Business Justification” area for
each role requested with an *

If necessary, you can also
remove any roles no longer
required by choosing the ‘remove
box’ next to the role.

SECURITY REQUEST

Note: ™" = Business.

needed.

Curriculum Security {select any)

Add__Remove | Add __Remove
iew Class Schedule | Course Calalog (in addition to
F [ Class Schedule Update O O Culine Seach)
T I update Envoliment Limit T I Other
Records Security (select ary)
Add __Remove Add__Remove
B [ Place Registration Permits T T view CSUF Unafficial Transcript
[T [T Update Service Indicators T I View Service Indicators
T T Other
Adrmissions Security (select any)

Add _ Remove Add Remove
[ *View Ethnicity T I view Student Center
[T T View Imaged Documents T I view Undergrad Applications
[T [T * view Name History T [ View visa Status
[T [T " view Residency T [ Other

My Queries (select any)
Add __Remove Add __Remove
[T [ Classes T I Endof Term
[T T commencement © T enol
[T T Degree Gheckout I oy  Type business .

Financial Aid Security ! sjustification for any

PRt i A ¢ _roles requested that
[T T *FAStbusPage F [ sdy SRt AN *
[T I MNeed Summary Page |
[T [T " Budget/! Need T T Other

[Business Justification

| nead to view ethnicity for the

‘s Office student

Analyst Comment (Security Office use only)

Step 3:

If necessary, add any comments in
the ‘Comment’ field. Comments will
appear on the Employee Info tab
upon launching the form

Then, select the Launch link to
complete processing of the form.

Comment:

=41 PoFPrink) S Launch

<] Close

Employee used to work in the math department

Departments

bl KIL

CALIFORMNIA STATE UNIVERSITY

California State University, Fullerton

FULLERTON Campus Solutions Access Request Farm

DEPARTMENTS

Mame : Lynne Titan

Office (check ane)

™ Athletic Office

{7 Credentials Office
™ Dean of Students

™ EOP Office

" Academic Advising
™ Academic Department

@ Callege of Education/Credentials

" Disabled Studerit's Office

" Freshman Proarams

™ Graduate Admissions Advisor

7 Graduate Studies Office

™ Graduation Chack Reviewer

" Health Genter

{~ Human Resources

™ Irvine Campus Academic Advising
" Irvine Campus Reg / Cashiering

(¥ Other  Analytical Studies

£ Judicial Affairs

{7 Library

™ Mew Student Orientation
" Outreach Office

" Payroll

{7 Public Safety

i Testing Center

Step 3a:
If more than one page is completed
you will receive an error message.

Close the current form and continue
by completing a new access
request form.

Message from webpage

N

Only one security page (kab) may be used. Close this document and start over. IF all the security you need is not on the security page (tab) vou are
using, specify your additional security needs in Other.

|

1
& Remember — click on the Go to Security Page button to complete only the

appropriate tab to avoid the error message.

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 4:
The form is now complete.

The appropriate manager is notified
via email to electronically approve
the access request form.

Once routed to the managetr,
changes cannot be made to the
form; however, the manager can
reject the form and it will be routed
back to the initiator.

ﬂ'-‘ Workplace: Confirm Prompt - Windows Internet Explorer

lledyard | Thursday, April 16, 2009
Confirmation

The form data has been processed successfully,
Summary:

Object Store: T57_CE2

Copyright © 2002, 2006 FileNet Corporation. Al rights reserved.

=10l

Help | Close

e

|

|D0ne l_l_l_l_’_’_|\-_§ Lacal intranet

*100%

Specific Form

Step 1:

Based upon the employee
information, only the appropriate
security page may be completed.

Click on the Go to Security Page
button to complete the appropriate
tab.

You can also use the arrow buttons

( "*“") to scroll through the
different tabs.

Rejected F-OI’I’T'!Z =HPOF | iAqcomplete 4] Close
If the form is rejected and returned
to the initiator: * Responses: < Select a response >
LI
Comment: Reprocess

¢ The initiator can update and Delete

reprocess the form Page 1
e The initiator can delete the form '

and start over.
Completing an Office Ensloyee Info b

CALIFORNIA STATE UNIVERSITY California State University. Fullerton

FULLERTON Campus Solutions Access Request Form

Employee Information (Fleass enter CWID o retrieve smployes information) Name : Lynne Titan|

Employee ID: 597248620

it Campus E-mail: ITTraining@fullerton.edu

Frst Name: Lynne Last Name: Titan

Department Name: |T-Training Department ID: 10057

Tille:  Admin Analyst'Spist 12 Mo Campus Extension: 7777

Division: IT - Information Technology Appropriate Administrator: Melanie Parker

7 Permanent [~ Temporary

= Facuty 7 staff

If Temporary, List Appointment End Date: ~ N/A

I~ Management I Student I~ Other

[Account Action Request (choose one] % NewUser { Exsting User { Ghange Department
ing ge Dep:

@to Security Paga>

Go to Signatures Page |

*Admissions Office tab will be used as the example**

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 2:
Next, identify the appropriate role
from the list provided.

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLERTON Campus Solutions Access Request Form

ADMISSIONS OFFICE

| Rofefcheckone) |

1
&Roles with an * require a
business justification.

Enter the justification into the
“Business Justification” area for
each role requested with an *

If necessary, you can also
remove any roles no longer
required by choosing the ‘remove
box’ next to the role.

{7 Admissions Coordinator ™ Director of Admissions
7 Admissi with Residency 7 Evaluations Superviser
€ Admissi without Resi {~ Front Office Staff Wglapis Pagher,
{* Admissions Supervisor o Imaging Staff
™ Application Genter Staff with Mentor ™ Student Assistants
7 Application Center Staff without Mentor 7 Technical Staff
|| ¢ Business Analyst
Step 3: | SECURITY REQUEST ___Note: ™" = Business jon naeded
The role specified in Step 2 already ;!m — Rt o
determines most security needs for v ExemalOrgznizetons I': F:.hd” Update
this employee. Curriculum Securily (select any)
Add __Remove Add __Remove
B B o Bl Sttt Conecatleste [ oper
If additional specific security is Records Security (select any)
Add __Remove Add __Remove
needed to be added or removed, 7 I Study Agreement I I other
use the Security Request portion of Student Financials Security (efect any)
Add __ Remove Add __ Remove
the form. I~ [ Student Financials Access I T View Student Accounts
T T Other
Justification

Last Revised: 08/08/13
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Step 4: 2
. PDF fPrint| Launch cl
If necessary, add any comments in SHPoFPrin @un)q] o
the ‘Comment’ field. Comments will Employee’s role changed from Front Office Staff to Admissions Supervisor ;l
Comment:
appear on the Employee Info tab =
upon launching the form Admissions Office M

Then, select the Launch link to
complete processing of the form.

CALIFORMIA STATE UNIVERSITY

California State University, Fullerton

F ULLE RTON Campus Solutions Access Request Form

ADMISSIONS OFFICE

Name : Lynne Titan

Role (check one)

" Admissions Coordinator

™ Admissions Evaluators with Residency
™ Admissions Evaluators without Residency {~ Front Office Staff
& Admissians Supervisor ' Imaging Staff
™ Application Center Staff with Mentor {7 Student Assistants

{7 Application Center Staff without Mentor {7 Technical Staff

™ Business Analyst

™ Director of Admissions

' Evaluations Suparvisor

Step 4a:
If more than one page is completed
you will receive an error message.

Close the current form and continue
by completing a new access
request form.

Message from webpage

* Y} using, spedfy your additional security needs in Cther,

©nly one security page (tab) may be used, Close this document and skart over, IF all the security you need is not on the security page {kab) you are

x|

'
& Remember — click on the Go to Security Page button to complete only the

appropriate tab to avoid the error message.

Step 5:
The form is now complete.

The appropriate manager is notified
via email to electronically approve
the access request form.

Once routed to the managetr,
changes cannot be made to the
form; however, the manager can
reject the form and it will be routed
back to the initiator.

f,"-‘ Workplace: Confirm Prompt - Windows Internet Explorer

lledyard | Thursday, April 16, 2009
Confirmation

The form data has been processed successfully,
Summary:

Object Store: 7T57_CE2

Copyright © 2002, 2006 FileNet Corporation. Al rights reserved.

=10l

-

Help | Close

|

|D0ne l_l_l_l_’_’_|\-_§ Lacal intranet

T100% - g

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Rejected Form:
If the form is rejected and returned
to the initiator:

e The initiator can update and
reprocess the form

e The initiator can delete the form
and start over.

HPoF | g complete

* Responses:

Comment:

Page 1

4] Close

« Select a response >

Reprocess
Delete

Select a response =

Last Revised: 08/08/13
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Once a form is complete the appropriate manager is notified via email to review the Access Request Form (ARF).

Processing Steps

Screen Shots

Step 1:

The appropriate manager receives
an email to review the Access
Request form electronically.

From: portal@fullerton.edu

To: Manager, James
Coc
Subject: FW: IT CS Access Request Form - Manager

From: portal@fullerton.edu [mailto: portal@fullerton.edu]
Sent: Friday, April 17, 2009 8:05 AM

To: jmanagerf@fullerton edu

Subject: ITCS Access Request Form - Manager

This is an automatic e-mail, please do not reply.

Lynne Titan's IT CS Access request form is readv for vour review.

Step 2:

Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

P ktallLogo ™

Username™® |ttitan Help LY

Password"" [gggeseeess \

Forgot your password:
Student Portal | Other Portals
‘Alumni; Register here

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal Log Ot

My CSUF  Email Library Classes TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Profile

Perkins Loan CMS Docs  Web Folder Office Max  Titan Online Documents  Admin CM5  e-Content Parking

Help | CSUF Home

Step 4:
Next, select My Workplace under

the eContent section.

eContent

ﬂj My Workplace

@ = My Workplace provides access to Electronic Forms,
Workflow Processes, and Reports for Finance, Human
Rezources, and Student Administration.

Training Guides

Training Resources

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 5:
Then select My Work.

The pending Access Requests form
will appear.

Choose the appropriate form.

My workplace |

& My Workplace
IR orts Iﬁl My Inbox

| Lynne Titan C5 Access Request Form

==

The task is in step Initiator and has a current status of In Progress. It was received on Apr 16, 2009
4:15:44 PI,

eF - Hum

[ Gy o)

refresh | more...

Step 6:
The access request form appears.

Click on the Go to Security Page
button to review the requested
access.

After verifying the requested roles,
click on the Go to Signatures Page
button on the Employee Info tab.

H<

Employee Info

CALIEORNIA STATE UNIVERSITY California State University, Fullerton
FULLERTON Campus Solutions Access Request Form
Employee Information (Flease enter CWID fo retrieve employes information)

Employee ID: ggp248828
{CWID)

First Name: Lynne

Mame : Lynne Titan|

Campus E-mail: T Training@fullerton.edu

Last Name: Titan

Department Name: 1 T-Training Department ID: 10057

Tile:  Admin Analyst'Spclst 12 Mo Campus Extension: 7777

Divigion: 1T - Information Technoloegy Appropriate Administrater: Melanie Parker

[¥ Permanent I~ Temporary If Temporary, List Appointment End Date: ~ N/A

T student [~ Other

% Mew User { Exising User { Change Department

" Go to Signatures Page )

= Faculty |7 Staff - Management
[Account Action Request (choose one)

Go to Security _-- -

Step 7:
Next, either “Approve” or “Reject”
the form.

If the request is rejected it will return
to the form initiator.

SFPoF | fgcomplete 4] Close

d Responses:

Comment:

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 8:
Once the response is selected, click
the Complete button.

Note:

o If the request is rejected it will
return to the form initiator.

o If the request is approved the
form will move to the next
appropriate party for processing.

@

If the request is approved by
the 1SO admin office, the manager
will be notified via email.

A ror &g Complete Y] Close

* Responses: - | Approve =]

Page 1 L BEd |

Step 9:

The Access Request form is
approved and removed from the list
of pending ARF’s.

My Workplace
B My Workplace

Finandal Reports @ My Inbox E@E

There are no work items to display

refresh | more...

Last Revised: 08/08/13
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The employee must review and accept the form electronically, even if the employee initiated the Access Request

Form.

Processing Steps

Screen Shots

Step 1:

Employee receives an email to
review the Access Request form
electronically.

TIEssage

_Qa _Q _,$ x _j :f} jﬁ % &, safe Lists = EE

Reply Reply Forward | Delete Moveto Create Other Block Mot Junk Categd
ta All Folder~ Rule Adions~ | Sender B
Respond Adtions Junk E-mail Ta

From: portal@fullerton. edu

To: lledyard@fullerton.edu

Cc

Subject: IT CE Access Request Form - Initiator

Lynne Titan IT CS Access request form is ready for vour review.
This is an automatic e-mail, please do not reply.

Step 2:

Log into the campus portal.

Enter your campus username and
password.

Then, click Login.

P ktallLogo

Username® |ttitan Help )

Password®*

Forgot your password:
Student Portal | other Portals
‘Alumni; Register here

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P rtal

Log Out

Help | CSUF Home

My CSUF  Email Library Classes TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Profile

Perkins Loan  CMS Docs  Web Folder Office Max  Titan Online Documents  Admin CM5  e-Content  Parking

Step 4:
Next, select My Workplace under
the eContent section.

eContent

My Workplace

=l My Workplace provides access to Electronic Forms,
Workflow Processes, and Reports for Finance, Human
Resources, and Student Administration.

Training Guides

Training Resources
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PeopleSoft ERP Campus Solutions

Access Request Form User Guide FINAL
Processing Steps Screen Shots
SteQ 5: CALIFDRNIA STATE UNIVERSITY, FULLERTON
Then select My Work.
lledyard | Fri
My Workplace
The pending Access Requests form | [Shefatiuites
will appear. & My Inbox )=
Lynne Titan CS Access Request Form
. The task is in step Initistor and has & current status of In Progress. [t was received on Apr 16, 2009
. 4:15:44 PM.

Choose the appropriate form. i —

IT
Step 6: Employee Info LB

The Access Request form is
displayed.

Click on the Go to Security Page
button to review the requested
access.

To approve the form, click on the
Go to Signatures Page button on
the Employee Info tab.

If the employee rejects the
access request form it is routed
back to the appropriate
administrator. If the appropriate
administrator agrees, he/she can
also reject the form. The rejected
form is returned to the initiator.

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLERTON Campus Solutions Accass Request Form

Employee Information [Please enter CWID fo redrieve employse information)

Mame : Lynne Titan|

Employee ID: 592248626
(CWID)

Campus E-mail: T Training@fullerton.edu

First Name: Lynne Last Name: Titan

Department Name: [T-Training Department |D: 10057

Tile:  Admin Analyst'Spclst 12 Mo Campus Extension: 7777

Division: IT - Infosmation Technology Appropriate Administrator: Melanie Parker

[F Permanent [T Temporary If Tempaorary, List Appointment End Date:  NA

[~ Facuty |7 staff I Management [T Student I~ Other

[Account Action Request (choose one)

g Go to Security Page ?

% Mew User { Exising User { Change Department

™ Go'to Signatures Page 3

Step 7:

Click the Access & Compliance
Form button to review the
document.

Electronically sign the form by
checking the statement “I certify
that | have read, understood and
agree to follow the Access and
Compliance form.”

By checking this statement your
name and date will auto-populate.

If necessary, add any comments
into the ‘Comment’ field.

Signatures H ‘

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLE RTON Campus Solutions Access Request Form

Access & Compliance Form |-‘_

rﬁ'y that | have read, understood and agree to follow the Access and Compliance form.
Employee Name Lynne Titan Date 1118408

E’I have reviewed this with my appropriate administrator

Adminsstrator Name: Melizsa Paine Date 111408
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Processing Steps Screen Shots
Step 8:
Next, either “Accept” or “Reject” the | | #370F | dacomsiete 4] dose
form. P Responses: |< Select a response > 'l
Comment: _I
If the request is rejected it will return
to the form to your appropriate
administrator.
m gj PD@& Compleacﬂ Close
To complete the approval process, 4 -
select the Complete link. P | =
Page 2 LR

WO A LS T AT I California State University, Fullerton [ FarmlD |

i_m FULLERTON Human Resources Access Request Form | 978617826 |

#I certify that | have read, understood and agree to follow the Access and Compliance form which | signed when | was hired.

Employee Name Melanie Smith Date S/M16/2009
- | certify that this access is iate for this indivi 's duties and
Admini: Name: Jog M Date SM16/2009
Step 10: My Workplace
The Access Request form is . & My Workplace
approved and removed from the list - il R
. inancal Reports

of pending ARF’s. S |i& My Inbox B==

HR. LAPF R - .
There are no work items to display

eForms

The form is routed to the Business
Analysts in the appropriate
functional areas where security was
requested.

refresh | more...

The Access Request form
cannot be changed once approved
by the employee. Please contact
the 1SO security admin Pat Nelson
for assistance.

Once access has been granted, the
employee will be notified by the ISO
administrative office.
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