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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

Last Revised: 08/08/13 Page 4 of 20
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To begin the process, first create a new Human Resources Access Request Form.

Processing Steps

Screen Shots

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

Log Out

Help | CSUF Home

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

eContent

@EJJ My Workplacé

My Workplace provides access to Electronic Forms,
Workflow Processes, and Reportz for Finance, Human
Re=zources, 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

Financial Reports

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

2| Budget Balance Available Report @

95 Commitments Report @
Reports showing cuskam commitments

a Encumbrance/Expenditure Reports @

95 Security Reports @
Reports showing distributed security access

Budget Balance Awvailable Report - REVEMUE & 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
the required access:

¢ HR Access Request Form

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

@ IT Access Request Formi(s)

@ Campus Solutions Access Request Form @
@ Finance Access Request Form m

E._?I HR Access Request Form m

EE

Step 6:
The form opens in a new window.

First, enter the Employee ID
(CWID).

Then, tab to the next field.
Additional fields on the page will
auto populate.

Fields in green should be
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.

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLERTON Human Resources Access Reguest Form

Employee Information

Employee ID: | "

{CWID) | Campus E-mail:

First Name: Last Name:

Departmant Mame: Department ID:

Title: Campus Extension:
Divsion: Appropriate Administrator:
™ Permanent [ Temporary If Temiporary, List Appointment End Date:
[ Facully [T Swaff [~ Management I~ Student [ Other

Last Revised: 08/08/13
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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 Departmant Name: Department I0: =
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 click 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

Last Revised: 08/08/13
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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 Human
Resources access.

e EXxisting User: a user whose
Human Resources access needs
to be modified.

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

Then, select the type of access:
e Distributed User: a user who
works in a campus department.

e Central User: a user who works
in a Human Resources
department such as Payroll,
Human Resources Operations,
etc.

Central Users may submit
ARFs for distributed access (i.e. to
be the department timekeeper).
When doing so, they should select
Distributed User.

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLERTON Human Resources Access Request Form

Employee Information

Employee ID:- gop4paras

(CWID) Campus E-mail: ttitan@fullerton.edu

Fust Mame: Tuffy Last Mame: Titan

Departmeant Mame: | T-Training Department [D: 10358

Title:  Admin Analyst'Spelst 12 Mo Campus Extension: 5792

Division: | T-Information Technology Appropriate Administrator:  Losi Arthur

¥ Permanent [~ Temporary If Temporary, List Appointment End Date: WA
[ Faculty [ Staff [~ Management ™ Student T Other
Account Action Request (check all that apply) | ™ MewUser | ExistingUser  Change Department |

Types of access: I ™ Distributed User ™ Cenfral User I

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 8:

Based upon the type of access
selected, the appropriate columns
become available.

Select the Add box next to each
role needed.

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

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

FULLERTON Human Resources Access Reguest Form

Employee Information

Employee ID- gopaga7as

{CWID) Campus E-mail: ttitang@fullerton . edu

First Mame: Tuffy Last Name: Titan

Department Name: IT-Training Department ID: 10258

Tile:  Admin Analyst/Spclst 12 Mo GCampus Exension. 5792

Division: | T-Information Technology Appropriate Administrator: Lo Arthur

¥ Permanent T Temporary If Temporary, List Appointmant End Date:  N/A

[~ Faculty [ Staff ™ Management [ Student ™ Other

Account Action Request (check all that apply) (® MewUser [ Existing User  Change Department

Types of access: ' | Distributed User ~ Cenfral User

Human Resour i
ladd  Remove| Add  Remove
— — T — " "
Student Appointment Processing Employee Funding and Dept Position Rosters

—_ ~ LCD Reports {Labor Expense, Salary Expenditwes &

[ Receives Confirmation Tickets via Emai Projections and Salary Expendituras History Page)

T Student Time Reporting [~ Funding Department Roster
T Student Job Roster

r PTF AppointmentsiContract Processing -

™ Absence Management Timekeeper

[T Emergency Contact Rester for Managers

I PTF Approval —
s Others:

[~ Faculty Roster

StaffiPP Roster
CWID Search

Query (run only)

Step 9:

Next, click the Select button to
identify for which department ID(s)
this access is being requested.

DeptlDis) or nodes to which user is requesting access

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 10:

identified division are listed.

Choose the appropriate

Only the Department IDs for the

department(s) and select OK.

‘= Departrnent List - Windows Internet Explo... EI@

|:§ https://erpaetst0l calstate.edu:9443/CSUFWorkplace/re @ @|

[C] 10226
[C] 10289
[T1 10290
[T1 10300
[C] 10308
10317

[C] 10338
[C] 10351
[T 10352
10353
[C] 10354
10356
[C] 10362
[C] 10363
[C] 10364
[C] 10365
[C] 10366
[C] 10367
[C] 10368

[C] 10369

UL
-

IT-User Service Center

IT-Development and App
Support
IT-Information Security

IT-ERP Operating Sys and
Datab

IT-Data Center

Audio Visual Technology
Suppor

IT-Instructional Support-NP
IT-Enterprise Resource Plannin
IT-Rollout

IT-Applications Services
IT-Student Technology Services
IT-Training

IT-Logistics

IT-Center for Academic Tech

m

IT-Communications
IT-ERP Analytic Services
IT-Project Management
IT-Development Support
IT-Infrastructure Services

IT-Academic Technology
Develop

Last Revised: 08/08/13
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Processing Steps Screen Shots
Step 11:
. 2 PoF Pri tm cl
If necessary, add any comments in <#1PDFPrin 4 dlose
the ‘Comment’ field. IRequesting access for a new employee, .
Comment:

Then, click the Launch button to
complete processing of the form.

Employee Information

CALIFORNIA STATE UNIVERSITY California State University, Fullerton

F U L LE RTON Human Resources Access Request Form

Employee Information

Employee ID: gnpnaga7as Gampus E-mail: titan@fullerton_edu

(CWID)

First Mame: Tuffy Last MName: Titan

Department Mame: IT-Training Department ID: 10258

Title:  Admin Analyst'Spelst 12 Mo Campus Extension: 5792

Division: | T-Information Technology Appropriabe Administrator: Lori Arthur

[ Permanent [~ Temporary If Temporary, List Appoiniment End Date:  NiA

[~ Faculty [ Staff ™ Management [ Student I Other

[Account Action Request (check all that apply) @ MNewUser | ExistingUser | Change Department

Types of access:  Distributed User ™ Central User

Human Resouwrces Distributed Roles

Add  Remove Add  Remove

2 Student Appointment Processing [~ Employee Funding and Dept Position Rosters

—_ — . N p— — LCD Reports (Labor Expense, Salary Expenditures &
- Receives Confmation Tickets via Email Projections and Salary Expenditures History Page)
2 T Student Time Reporting r 7 Funding Department Roster

v ™ Student Job Roster r [ Absence Management Timekeeper

PTF Appointments/Contract Processing I [~ Emergency Contact Rester for Managers

r PTF Approval
PR I Others:

[ Faculty Roster

StaffMPP Roster
CWID Search

Queery (run only)

DeptiD(s) or nodes to which user is requesting access

Step 12:
The form is now complete.

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

Once routed to the manager,
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 -0l =l
N
lledyard | Thursday, April 16, 2009 Help | Close

Confrmation

The form data has been processed successfully,

Summary:
Object Store: T57_CE2

|

ER

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

|D0ne ’_l_l_l_’_’_|\-J Local inkranet

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
Co
Subject: FW: Test - IT HR 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: Test - IT HR Access Request Form - Manager

Jennifer Titan's IT HR. Access request form is readv 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.

FktalLogo

Username™ |ttitan Help 3

Password®*

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P)rtal

Log Out

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.

CALIFORNLA STATE UMIVERSITY, FULLERTON

lledyard | Friday, April 1

. kpl
The pending Access Request form Ty

will appear. inancial R [ My Tnbox H]==]

Melanie SmithHR Access Request Form

i _ The taskis in step Initiator and has a current status of In Progress, It was received on Apr 16, 2009
Click on the form you want to e

review. ' refresh | mare...

1T uest Form

Step 6:
- =% 4
Review the access request form. - M
SeEC A L S T &4 T 1 California State University, Fullerton -
Select the Signatures page and i_ﬁ FULLERTON Human Resources Access éequest Form
certify the access is appropriate. REzss T BEmvEEE T
™ | certity that | have read, understood and agree to follow the Access and Compliance form which | signed when | was hired.
Employee Name Date
csrﬁf)« that this access is appropriate for this individual's duties and respensibilities.
) Admingstrator Narme: Date
Name Date
Step 7:
Next, either “Approve” or “Reject” SFPoF | fgcomplete 4] Close
the form' d Responses: < Select a response > =
=l
i i X i Comment:
If the request is rejected it will return =l
to the form initiator.
Step 8:
. . g
Once the response is selected, click =4 poF iy Complets_ Y] Close
the Complete button. * Responses: [approve =
-
Note: Page 1 Hd [>H

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 1ISO admin office, the manager
will be notified via email.

Last Revised: 08/08/13 Page 15 of 20
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Processing Steps Screen Shots

Step 9:

The Access Request form is
approved and removed from the list
of pending ARF’s. Financial : |i& My Inbox E[=[E=]

There are no work items to display

My Workplace

B My Workplace

refresh | more...

Last Revised: 08/08/13 Page 16 of 20
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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.

- Tessage
3
il g d x BNy o % Safe Lists ~
4 — Ll s 4
Reply Reply Forward || Delete Moveto Create Other Block | Mot Junk
to All Folder~ Rule Actions = || Sender
Respond Actions Junk E-mail {F]
From: portal@fullerton.edu
To: lledyard@fullerton.edu
Cc
Subject: IT HR Access Request Form - Initiator

=
==

Categorize Follow Mark as
- Up~ Unread

Options

SR,
54

(P}

Melanie Smith IT HR Access request form is ready for your 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 ktalLogo

Username™

[titan

Password®*

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

Step 3:
Next, select the Titan Online tab.

Faculty/Staff P rtal

My CSUF  Email Library Classes
Perhins Loan  CMS5 Docs  Web Folder  Office Max

Log Out

TitanCard Services Finance Dept Webcam Training Titan Apps BlackBoard Profile
Titan Online Documents Admin CM5  e-Content Parking

Help | CSUF Home

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

eContent

Iﬂj My Workplace

@ = My Workplace provides access to Electronic Forms,
Workflow Processes, and Reports for Finance, Human
Resources, 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 Request form
will appear.

Click on the form you wish to
electronically sign.

CALIFORNLA STATE UNIVERSITY, FULLERTON

My Workplace

Iﬁl My Inbox

=1

Melanie SmithHR Access Request Form

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

411544 M

est Farm

refresh | more...

Step 6:
The Access Request form is
displayed.

Review the fields on the page for
accuracy.

To approve the form, select the
Signatures page.

«©

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.

_a;*j POF | F‘ﬂCUmD|EtE < Close

I¥

% x

Department Name: CMS

Title:  Admin Analyst/Spclst 12 Mo

Comment: ’
)
i‘ LC A L ST ATE California State University, Fullerton
ﬂ FULLERTON Human Resources Access Request Form
Employee Information
Employee ID: 337248628 _— ith@fullerton.ed
(CWID) Campus E-mail:  msmith@fullerton edu
First Mame:  Melanie Last Name: Smith

Department ID: 10057

Campus Extension: 7650

Mark Smith

12/31/2008

Division: [T - T
[ Permanent [ Temporary If Temporary, List Appaintment End Date:
[T Facuty [¥ stafi [T Management [T Student T Other

|Account Action Request (check all that apply)

% NewUser { Existing User { Change Department

Types of access: i+ Distributed User

 Central User

Human Resources Distributed Roles

Add _ Remove Add _ Remove

[¥ [T Student Appaintment Processing T T safmmee Roster

[ [T Receives Confirmation Tickets via Email [T T LAPPIStaftiFacultyStudent Roster for MPP

[¥ [T Student Time Reporting [¥ I cwiD Search

7 7 Student Job Roster ¥ T Query (run only)

[ [T PTF Appointments/Contract Processing [T [T Employes Funding and Dept Position Rosters

™ [ PTF Approval [ [ LD Reports (Labor Expense, Salary Expenditures &

Projections and Salary Expenditures History Page)

I T Faculty Roster
[T T Funding Department Roster
[¥ I StaffMPPiFaculty Time Reporting.

DeptiDis) or nodes to which user is requesting access

10057,10220,10224,10226,10290,10300,10308,10338

Add  Remove

Human Resources Core/Central Roles

I I Benefits

[~ Others

I Payol

[T [T CMS HR Production Support
[ [T Faculty Affairs and Records
[ 7 Human Resources

Last Revised: 08/08/13
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Processing Steps

Screen Shots

SteQ 7 :;'T‘jPDF | 'F'dComp\ebe 4] Close
Click the Access & Compliance * Responses: < Select a resporse >
Form button to review the Torers jl
document. -

Page 2 LR
Electronically sign the form by o
checking the statement “| certify B FULTERTON 1umon Resouase Access Hoauon fam
that | have read, understood and p———— |E
agree to fOHOW the ACCGSS and @erﬂy that | have read, understood and agree to follow the Access and Compliance form which | signed when | was hired.
Compliance form.” Employee Name  Melanie Srith —

7 1 certify that this access is appropriate for this individual's duties and respensibilities.

. . Adminstrator Mame: Joe Manager Date 06/16/2009
By checking this statement your . o
name and date will auto-populate.
If necessary, add any comments
into the ‘Comment’ field.
Step 8:
Next, either “Accept” or “Reject” the | | #370F | @acompiete _4lcose
form. % Responses:
=
Comment: _I
If the request is rejected it will return
to the form to your appropriate
administrator.
SteQ 9: _a?jPD ] CompleteY] Close
To complete the approval process, U -
select the Complete link. P | =
Page 2 LR
Sl A L_S T A T L California State University, Fullerion [ FormiD ]
i& FU]_LERTON Human Resources Access Request Form [ 978617828 |

Employee Name Melanie Smith Date S/M16/2009
|| cerlify that this access is appropriate for this 's duties and
Name: Jog M Date SM16/2009

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

Last Revised: 08/08/13
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Processing Steps

Screen Shots

Step 10:

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

The form is routed to the Division of
Information Technology.

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 natified by the ISO
administrative office.

B My Workplace
Finandial Reports
HR. LAFF Reports
eForms - HR

My Workplace

@ My Inbox E@E

There are no work items to display

refresh | more...

Last Revised: 08/08/13
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