Cal State Fullerton

«l.I.Training and Support

PeopleSoft (ERP) Campus Solutions Access Request Form

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: Campus Solutions, Human Resources, and Finance. 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 and the appropriate Business Analyst will
assign the necessary training courses. All training requirements must be completed before any access to
PeopleSoft is granted.

& To avoid delays in access due to significant training requirements it is recommended you submit a form
for immediate access needs. Then, submit a separate form for lower priority access requests.

L4

Please use the appropriate browser to successfully access the web based access request form:
e PC - use Internet Explorer
e MAC - use Safari
This guide covers:
1. Access Reguest Form (ARF) Data Entry for Campus Solutions
a. Completing the Campus Departments tab
b. Completing an Office Specific tab
2. Appropriate Administrator Approval Process
3. Employee Review

ARF Data Entry Campus

Solutions lr’_// /L"E@M i.ogo —

Steg 1 Username* ]ttitan Help 8

Password"™ [gqqaseeeee U

Log into the campus portal.

Forgot your password:
Enter your campus username and Student Portal | Other Portals

paSSWOI"d . v Alumni: Register here

Then, click.

Step 2:
Next, select the tab. Faculty/Staff PUrtal Log Ont QEEE ESUE|

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

Perkins Loan  CMS Docs  Web Folder Office Max  Titan Online Documents Admin CM5  e-Content Parking
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Step 3:

eContent

Next, select My Workplace ynder lijj My Workplacé

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

Training Guides

=] Training Resources

Step 4: T EEEE———————————————
_ My workplace [
Depending upon your access you B My Workplace [ pistributed Reports

may see additional forms and e e
reports.

94 Budget Allocation & Transfer Reports @
Reports showing budget balances and transfers

| Budget Balance Available Report @
Budget Balance Available Report - REVEMLE & EXPENSE

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

95 Commitments Report @
Reparts showing custom comrmitmants

2 Encumbrance /Expenditure Reports @
Reports showing summary and detail encumbrances and expenditures

Q4 Security Reports @
Reports showing distributed security access

Step 5:
My workplace [N

Next, select the appropriate form P Ll

for the required access: [&1 1T Access Request Form(s)

E_El Campus Solutions Access Request Form @

- Campus Solutions
Access Request Form

E_El HR. Access Request Form @

IT Access Request Form E_El Finance Access Request Form @

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

e ——
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Step 6:
The form opens in a new window.

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

First, enter the Employee ID FULLERTON Campus Solutions Access Request Form
(CWID). Employee Information [Please enter CWID fo retriave smployes information)
E;x:‘g‘;‘e ID: g9224z627 | Campus E-mail:
Tab to the next fleld.. Additional T Lt Narme:
fields on the page will auto
populate Department Mame: Department ID:
Title: Campus Extension:
Note: Fields in green should Division: Appropriate Administrator:
be completed first. This will auto I™ Permanent 7 Temporary If Temporary, List Appaointment End Date:
populate Other f|e|ds on the form T Faculty I Statr T Manansmant I =shident ™ Other

with PeopleSoft data.

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

Note: If the form populates
with incorrect data, contact Human
Resources and close the form
without continuing. This form
should not be used until that data
has been corrected.

Step 6a:
If the CWID is not listed in

PeopleSoft the following error will Falauch 4] cose

OcCcCur: | ;I
X =
Pape M <
! Mo matching record Found.
! 5 =
CALIFORNIA STATE UNIVERSITY California State University, Fullerton
FU LLERTON Campus Solutions Access Request Form
Empioyes Information
FI;“I.:::J-“ IC: zonsz11420 Coamgus E-mall
To continue, complete the entire Fiest Mame: Laal Hame
form manually. Then, select the Gepariment ame: Degarimant (D
. e T
FIFOF putton to print. Tie Rt =
Liasslan: ! '_v. Mo matching Fecord found.
Send the manually completed I Permanent 7 Temgocary
form to LH-700 Attn: Security. [ Facity [T ettt 7 Manageme [ o |
lArrrsat Avtian Redgimst {check all thal ag iser T Change Degartment

VAN
The Access Request

Form must only be completed
manually if an error occurs.
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Step 6b:

Employes Information
If the employee has multiple jobs E“;“D’J“ IC geonsaasg Compus E-mall. |
on campus you will be_ promptgq I Last Narme:
to choose the appropriate position S—— 7} Lookup Results -- Webpage Dialo =
for the form. FIRST_NAME LAST NAME DEPTNAME FUL_DIVISION NAME US|
Title: 4
- : [T - Information I
_ o _ — [ol I{ate‘— Cook CMS Technobgy kg
To review the position information, —— i IT - Infarmati [
iti i T Pemanent 7 Kafie Cook CMs -t on kel
select a position and click [ Tachnology
Details 7 Facuty 7 ¢
Account Action Fe_ limand
1 BN
I Multiple matches were found, Please select the correct
7 ! entry.
Step 6¢:

The job details will be displayed.

Select % to return to the
position selection screen.

When the correct position has
been identified, select the position
and click = °¢__ to continue.

n Details -- Webpage Dialog

FIRST_HAME Katiz

LAST_NAME Conk

OEPTHAME M5
FUL_DIVISION_HAME IT - Informetion Technokogy
USERID kroook

FHONE 4549

EMAIL katiec @fullerton.edu
DESCR Specal Consulznt
DEPTID 10057
FUL_DIVISION 10141

DACTTTAR Fithar

| ) Lookup Results -- Webpage Diale ll|

FIRST_NAME LAST_NAME DEPTNAME FUL_DIVISION_NAME US
¢ Katie Cook cMs ?E;ggwt‘”“ kic
L " Katie Cook cMs ) ;JEETD'E‘:“”” -
i1 B

Multiple matches were found. Please select the correct
entry.

A

[+ x

Step 7:

Next, identify the action request:
- New User
- Existing User
- Change Department

Account Action Request (choose one)

{" MewUser (" Existing User (" Change Department

Note: Change Department will remove all your previous PeopleSoft
access/roles.

BPG: PeopleSoft ERP Access Request Process
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Step 8:
E
[Comment: ;I
The Comments (Read only) - 5 0
. . . Employee Info .
section will populate with any -
comments typed into the
“comment” section upon Saving FOPN Cuirornia sTTE UnIvERSITY  Calfornia State University, Fullerton
FULLERTON Campus Solutions Access Request Form
the form Employee Information [Flsass enter CWID o retrieve employee information) Mame : Lyn Titan
fé:'::g’;“e'n' 892248628 Campus E-mail: 1T Training@fullerton edu
First Name: Lynne Last Name: Titan
Department Name: IT-Training Department ID: 10057
Tle:  Admin Analyst/Speist 12 Mo Campus Extension: 7777
Division: IT - Information Technology Appropriate Administrator:  Melanie Parlor
IF Permanent [~ Temgporary If Temporary, List Appointment End Date:  N/& .
I Facuty [ statt [~ Management 7 Student ™ oOther
|Account Action Request (choose one) {~ New User { Existing User { Change Department
Go to Security Page Go to Signatures Page
¢ co;n_m_m (naad_un_ly) -5 Approval Status:
Step 9:
[~ Facuty [7 staff I~ Management [ Student [T Other
Based UpOl'l the employee Account Action Requast (choose one) {* New User Existing Usar (e Change Department
information, only the appropriate .
. y pprop Go to Security Page Go to Signatures Page
security page may be completed.
i e Department Tab — used by those working in Campus Departments
Select the @0 to Security Page p y g p p
button to complete the appropriate — .
tab P pprop All other tabs are only used by campus employees working in that particular
' office.
) ) Tab Name Who uses this tab?
For instructions on how to . N . -
Admissions Office Used solely for Admissions Office employees
complete the Departments Tab - -
click here Records Office Used solely for Student Records Office employees
Scheduling Office Used solely for Scheduling Office employees
For instructions on how to Financial Aid Used solely for Financial Aid Office employees
complete an Office specific Tab, Student Fmanmal_s Used solely for Student Flnanual_s employees
click here. Extended Education | Used solely for Extended Education employees
International Ed Used solely for International Education employees
VAN
Only complete the
appropriate security page;
otherwise, you will receive an
error message.
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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

Departments

CALIFORNIA STATE UNIVERSITY

FULLERTON Campus Solutions Access Request Form

California State University, Fullerton

DEPARTMENTS

Office {check one)

= Academic Advising
' Academic Department

™ Athletic Office

[ College of Education/Cradentials
{" Credentials Office

{” Dean of Students
" Disabled Student's Office

™ EOP Office

" Judicial Affairs
" Libeary
7 Mew Student Orientation

" Graduate Admissians Advisor
(" Graduate Studies Office

' Graduation Check Reviewer

” Health Center " Outreach Office
(" Human Resources [ Payrall
€ Irvine Campus Academic Advising ' Public Safety

€ Irvine Campus Reg | Cashiering ™ Testing Center

for this employee. ¥ Other  Analytical Studies
{~ Freshman Programs
If additional specific security is to
be added or removed, use the
Security Request portion of the
form.
. SECURITY REQUEST Mote: " = Business. ion neaded.
Ste 2‘ i Curriculum Security (select any)
Add  Remove Add  Remove
) . . 1 = T™Ciaze Schedule Update (] (] ;ﬁzeclsa::;?edu\ef Course Catalog (in addition to
If applicable, in the Security 7 [T Update Enrallment Limit 7 [ Other
Request section select the “add” Add Remove e
bOX next to eaCh additiona| r0|e |E F Place Registration Permits F F iew CSUF Unofficial Transcript
needed Update Service Indicators '_ l_ :::'SBMCE Indicators
Admissions Security (select any)
1 Add _ Remove Add  Remove
FE 6\Y . * : ¥ [ *View Ethnicity [T [T View Student Center
) ROle_S Wlth a_n require a T T viewImaged Documents [T T View Undergrad Applications
business justification. I I * View Name History [ T * View visa Status
T I *View Residency I other
Enter the justification into the Add__momove O Remowe
“Business Justification” area for bl S
each role requested with an * " T Degree Checkaut ™ I oy Type business
Fman:ial’AidSncwifyRﬁrf justification for any
Add _Remove Add o rolesr d that
T [ *Fa Status Page [F [ sdy, cunlin an *
T T Need Summary Page [ Awal '
If necessary, you can also r "J “Suet/ et T oner
remove any roles no longer | need to view ethnicity for the Chancellar's Office student population repott. =
required by choosing the ‘remove
Business Analyst Comment {Secusily Office use only)

box’ next to the role.
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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 Salaunch |ink 1o complete processing of the form.

;gj POF fPrin 1 4d] Close

Employee uzed to work in the math department ;I
Comment:
=
Departments K <]
CALIFORMNIA STATE UNIVERSITY California State University, Fullerton
F l [LLE RTON Campus Solutions Access Request Form
DEPARTMENTS Mame : Lynne Titan|
Office (check one)
™ Academic Advising ™ Graduate Admissions Advisor {7 Judicial Affairs
™ Academic Department " Graduate Studies Office = Library
™ Athletic Office {~ Graduation Check Reviewer ™ MNew Student Orientation
™ Gollege of Education/Credentials  { Health Center {™ Outreach Office
™ Credentials Office ™ Human Resources [ Payroll
{~ Dean of Students ™ Irvine Campus Academic Advising ™ Public Safety
{™ Disabled Student's Office = Irvine Campus Reg / Cashiering [ Testing Centar
™ ECP Offi ) )
- (¥ Other  Analytical Studies
{” Freshman Proarams

Steg 3a Message from webpage ﬂ

A Only one security page (tab) may be used. Close this document and start aver. IF all the security you need is not on the security page (tab) you are
L3 using, specify your additional security needs in Other,
If more than one page is
hage &

completed you will receive an

error message.
1 .

Close the current form and & Remember - select the G0 1@ Security Bage p, 0, 1o complete only the

continue by completing a new appropriate tab to avoid the error message.

access request form.

Step 4. .

The form is now Complete_ fj Workplace: Confirm Prompt - Windows Internet Explorer - | Ellll
lledyard | Thursday, April 16, 2009 Help | Close -

The appropriate administrator is Confirmation

notified via email to electronically

approve the access request form. The form data has been processed successfully.

Summary':

° Object Store: 75T_CEZ ‘
Once routed to the e @'

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

Copyright ® 2002, 2006 FileNst Corporation, All rights ressrved.
E
|D0ne l_ ’_ l_ l_ ’_ l_ |\ﬁ Lacal intranet 0% v g
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Rejected Form:

If the form is rejected and returned
to the initiator:

- The initiator can update
and reprocess the form

- The initiator can delete
the form and start over.

Completing an Office Specific
Form

Step 1:

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

Select the 20 to Security Page

button to complete the appropriate
tab.

You can also use the *“"" button
to scroll through the different tabs.

=FPOF | idgcomplete 4] Close

* Responses: < Select a response >
Comment: Reprocess
Delete
Page 1

Employee Info

CALIFORNIA STATE UNIVERSITY California State University. Fullerton

FULLERTON Campus Solutions Access Request Form

Employee Information (Flease enter CWID fo ratrieve amployee infarmation)

Name : Lynne Titan

fm}gﬂm- 8922436268 Campus E-mail: [T Training@fullerion.edu

Frst Name: Lynne Last Name: Titan

Department Name: |T-Training Department ID: 10057

Tile:  Admin Analyst/Spelst 12 Mo Campus Extension: 7777

Division: IT - Information Technalogy Appropriate Administrator: Melanie Parker

7 Permanent [T Temporary
I Facuty [ staff

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

I~ Management [ Student I~ Other

|Account Action Request (choose ona) (% MewUser { Existing User { Ghange Department

Go to Signatures Page

Gto Security Pag:jD

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

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

| Role jcheck one) |

" Admissions Goordinator F Director of Admissions

i~ Admissi with Residency " Evaluations Supervisor

Melanie Parker
A without Residency €7 Front Office Staff

% Admissions Supervisor ™ Imaging Staff

™ Application Genter Staff with Mentar " Student Assistants

7 Application Center Staff without Mentor 7 Technical Staff

~ Business Anatyst

Step 3:

The role specified in Step 2
already determines most security
needs for this employee.

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

1
&Roles with an * require a
business justification.

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

I SECURITY REQUEST

Naota: ™" = Business

neaded

Specific Security (selact any)
Add Remove Add Remaove
= External Organizations

¥ [ Residency Update
C [ other

Curriculum Security (select any)

Add  Remove Add  Remove

View Class Schedule / Course Catalog (in Oth:
Ed e
E = addition to Online Search) r r
Records Security (select any)
Add Remove Remove
7 [ swudy Agreement T [ other

Student Financials Security {select any)
Add _ Remove Add _ Remove

™ [ Student Financias Access T T view Student Accounts

T [ Other

Justification

the ‘remove box’ next to the role.

If necessary, you can also remove any roles no longer required by choosing

BPG: PeopleSoft ERP Access Request Process
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Step 4:

If necessary, add any comments in the “Comment” field at the top of the page. The comment will be saved when the
form is Launched and will be viewable on the Employee Info page by everyone who processes this ARF form.

=4 PDFfPrint@q] Close

Employee's role changed from Front Office Staff to Admiszions Supervisor ﬂ
Comment:
=
Admissions Office W<
y CALIFORNIA STATE UNIVERSITY California State University, Fullerton
FULLERTON Campus Solutions Access Request Form
ADMISSIONS OFFICE Mame : Lynne Titan
Rale {check ona)

™ Admissions Coordinator (" Director of Admissions
™ Admissions Evaluators with Residency (" Evaluations Suparvisor
(™ Admissions Evaluators without Residency ™ Front Office Staff
i Admissions Supervisor [ Imaging Staff
™ Application Center Staff with Mentor (" Student Assistants
™ Application Genter Staff without Mentor (" Technical Stalf
{~ Business Analyst

Step 4a: o R _
x
|f more th an one page |S ] On_ly one security Dage_(tab) may be used. C_IUSE 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,

completed you will receive an
error message.

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

1
& Remember - select the

Go to Security Page button to

complete only the appropriate tab
to avoid the error message.

BPG: PeopleSoft ERP Access Request Process
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Appropriate Administrator Approval Process

Once a form is complete the appropriate manager is notified via email to review the Access Request Form

(ARF).

Step 1:

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

From: portal@fullerton edu

To: MManager, James
Co
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: jmanager@fullerton edu

Subject: ITCS Access Request Form - Manager

Lynne Titan's 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, cIick.

Next, select the tab.

P ktalLogo

Username* |ttitan

Help

Password™ [geeseessee

Forgot your password:
‘Student Portal | Other Portals

e

Faculty/Staff P rtal

My CSUF  Email Library Classes TitanCard Services Finance Dept
Perkins Loan  Ch5 Docs  Web Folder Office Max

Log Out : Help

Webcam Training Titan Apps BlackBoard Profile
Titan Online Documents Admin CM5  e-Content Parking

CSUF

Step 3:

Next, select My Workplacé nder
the eContent section.

eContent

E__jj My Workplace

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

Training Guides

=] Training Resources

Step 4:

Then select ‘My Work’.

The pending Access Request
forms will appear.

Choose the appropriate form.

My workploce |

|§I My Inbox

| Lynne Titan C5 Access Request Form

EEE

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

refresh | mare...

BPG: PeopleSoft ERP Access Request Process
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Step 5:

Employee Info W<
The access request form appears.
Select th Go to Security F’age (i CALIFORNIA STATE UNIVERSITY California State University, Fullerton
elec € FULLERTON Campus Solutions Access Requast Form
button to review the requested — e T pp——
access. (Eé“vs:gfe 1D g92248626 Campus E-mail: T Training@ful lerton.edu
. First Name: Lynne Last Name: Titan
After verifying the requested roles,
Department Name: [T-Training Department ID: 10057
select the
. Title:  Admin Analyst'Spclst 12 Mo Campus Extension: 7777
Go to Signatures Page ) on
Division: IT - Informaticn Technology Appropriate Administrator- Melanie Parker
on the Employee Info tab.
[F Permarent I~ Temporary If Temparary, List Appointment End Date: WA

[T Facuty [+ Staff I~ Management I~ Student I™ Other
Account Action Request (choose one) % MewUser { Existing User { Change Department

Go to Security Page __-'_ L Goto Signatures Page _4

Step 6:

Next, either “Approve” or “Reject” Feor | By conplete g close

the form.
* Responses: |< Select a response > 'l
If the request is rejected it will Comment: )
return to the initiator of the form.
Step 7:
Once the response is selected,
click the Fﬂ Complete button.
Note: ZFeoF Close
- If the request is rejected * Responses: | Approve =]
it will return to the form
Page 1 M<+>M

initiator.

- Ifthe request is approved
the form will move to the
next appropriate party for
processing.

@«

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

Step 8:

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

B My Workplace

@ My Inbox E@E

There are no work items to display

refresh | more...

BPG: PeopleSoft ERP Access Request Process
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Employee Review

The employee must review and accept the form electronically, regardless of who initiated the Access
Request Form (even if it was the employee).

Step 1:
=lep 2. ™ Message
Employee receives an email to = =g | i} x L NS = % &, safe Lists - T
! — = Ll s =
review the Access RequeSt form Reply Reply Forward  Delete Moveto Create Other Elock | Not Junk Catege
electronically. to All Folder~ Rule Actions~ || Sender B
Respond Actions Junk E-mail s

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, cIick.

Username* |ttitan

Password**

Step 3:
: Faculty/Staff PJrtal
Next, select the IAZLLELITTN tab. 4 % ddal |
My CSUF Email Library Classes TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Prefile
Perkins Loan  CMS Docs  Web Folder Office Max  Titan Online Documents Admin CM5  e-Content Parking
Step 4: eContent
=217 My Workplace
y p =|| My Workplace )
NEXt' select My Work lﬂCé under @ =l My Workplace provides access to Electronic Forms,
the eContent section. Workflow Processes, and Reports for Finance, Human
Re=ources, and Student Administration.
Training Guides
[=] Training Resources
Step 5:

CALIFORNLA STATE UMIVERSITY, FULLERTON

Then select ‘My Work’.
My workplace |

The pending Access Request form

will appear. (i My Inbox

BEE

Lynne Titan CS Access Request Form
The task is in step Initiator and has a current status of In Progress, It was received on Apr 16, 2009
Choose the appropriate form. HITAL PO,

refresh | more...
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Step 6:

The Access Request form is
displayed.

Select the ©0 to Security Fage

button to review the requested
access.

To approve the form, select the

Go to Signatures Page | e

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.

Employee Info

M<

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLERTON Campus Solutions Access Request Form

Employee Information [Please enter CWID fo retrieve emplopes information)

MName : Lynne Titan

Employee ID: 592248626

({CWID) Campus E-mail: T Training@ful lerton.edu

First Mame: Lynne Last Name: Titan

Department Name: [T-Training Department ID: 10057

Title:  Admin Analyst/Spclst 12 Mo Campus Extension: 7777

Division: IT - Informaticn Technology Appropriate Administrator- Melanie Parker

[7 Permanent I~ Temporary If Temparary, List Appointment End Date: WA

[T Facuty [+ Staff I~ Management [T Student I™ Other

|Account Action Request (choose one)

% MewUser Existing User ' Change Department

g Go to Security Page ?

S Go to Signatures Page }

Step 7:

Click the “Access & Compliance
Form” button to review the
document you probably read and
signed when you were hired.

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

FULLERTON Campus Solutions Access Request Form

Access & Compliance Form |é—

arﬁly that | have read, understood and agree to follow the Access and Compliance form.
Employee Name Lynne Titan Date 11/6/08

|-I have reviewed this with my appropriate administrator

Adminsstrator Marme: Melissa Paine Date 11/4/08

Step 8:

Next, either “Accept” or “Reject”
the form.

If the request is rejected it will
return to the form to your
appropriate administrator.

ZHPOF | FlgComplete 4] Close

* Responses:

| < Select a response > vl

Comment:

L
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M Signatures H ‘

To complete the approval process

select the "Ellﬂ Complete link. PPN C.Lirornia sTATE UNIVERSITY  Califomia State University, Fullerton

FULLERTON Campus Sclutions Access Requast Form
Access & Compliance Form F

rﬁf} that | hawe read, understood and agree to follow the Access and Compliance form.
Employee Name Lynne Titan Date 11603

1 hawe reviewed this with my appropriate administrator

Adminstrator Marme: Melissa Paine Date 11/4/09

Step 10:
Hy Workplace
The Access Request form is B My Workplace
approved and removed from the Finandal Reports
. ) My Inb
list of pending ARF’s. HR LAPP Reports I% Y oox ; ; EI@EI
e There are no work items to display
The form is routed to the Business eForms - HR. Class \ ¢ refresh | more...
Analysts in the appropriate
functional areas where security My Work

was requested.

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

Once access has been granted,
the employee will be notified by
the 1SO administrative office.

e ——
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