Security eForm. How to initiate a request for self?

Note: At this time access can only be requested online for Student Records and Academic Advising. For other access
requests, please complete the paper security form, https://tinyurl.com/y449dr5z.

1. Start by logging in to Campus Solutions.

2. Ensure you can see the CS security form icon. If you don’t see the icon, please email sa-security@uh.edu with

your emplid.

CS Security Form

ES)

HIGT

3. Select ‘Start Security Access Request’ from the left-hand menu.

< Campus Solutions Administrator

T

7 Landing Page

4| Start Security Access Requeﬂ

5 Update a Request

-

5] View a Request

v| Evaluate a Request

4. Following screen comes up. Validate items 1 through 6. Please contact your Manager to find out who is the

CBA for your department.

#+  Access Request: Page 1of3

UNIVERSITYof HOUSTON

Before PeopleSoft Campus Solutions access can be granted, the user must have the following information available for the form to be completed.

1. PeopleSot ID number of the pe
2. College Busine rishretor (CHA) of the person you are requesting acoess for
3 Have taken training sassion if requiced)

30 you are requesting access for = This person should be an active emplayee of @ Perscn of Iler

Assistance Information

For assistance with the form o security access questions, phease emall 5.5

For assistance with training. please contact Pamela Ogdun, 832-842-9606. v OF: navigate to HR's Baining information sita

Please note: An sulomated process removes Campus Solufrans scoess when 8 transfers or lermmates from @ posdon. Access o PAS S and Student Seif-Servce will reman active and avalable

Requester

User ID 020020

Name SEUCLS

Jeparment Campus Solutions Sve e Job Tike Mg v v

Request Access For

Manager PeopleSolt 10

Manager

CHA Email
General Request Information

Shert Torm Access Requast () No
Student Worker No

Search Next >> Save

5. Click ‘Next’



https://tinyurl.com/y449dr5z
mailto:sa-security@uh.edu

6. Following screen comes up. For items 1 and 2, if you need full access to either DOB or SSN, please complete
the justification box, which will pop up. Toggle button 3 and/or 4 to request access for Academic Advising
and/or Student Records.

= | Access Request: Page 2 of 3

Request Access For

PeopleSoft ID pa772272 Name [
Display of Social Security Number (SSN) & Date of Birth (DOB)

Set search screens ta display ONE of the following for SSN and DOB. Default setting is Partial display for both SSN (last 4 digits) and DOB (Monthiday}
OSocial Security Number | Partial v o Date of Birth | Partial

All approve access requests will grant view only access to the Student Services Center, Student Biographical data, UHS Account Summary and Customer Accounts via the UHCSM_CC_GENERAL and UHCSM_SF_GENERAL rt

Modules

For users needing additional access to a specific module, please switch the toggle to “Yes™ to select available options.

**FOR NOW, THIS FORM IS ONLY BEING USED FOR STUDENT RECQRDS AND ACADEMIC ADVISING ACCESS REQUESTS ™

Academic Advising (_ No

Student Records () Mo

Search << Previous Next >> Save

7. If you toggled yes for either Student Records or Academic Advisement, the page will expand to show access
options for the selected module/s. For each of the access toggle in area marked 1, you can find its required
training in area 2. If the access you are looking for is not on a toggle, you can use the ‘other’ (marked as 3) box
to write in the access needs. Click Next.

Modules

All approve access requests will grant view only access fo the Student Services Center, Student Biographical data, UHS Account Summary and Customer Accounts via the UHCSM_CC_GEMNERAL and UHCSM_SF_GEMNERAL roles.
For users needing additional access fo a specific module, please switch the toggle to “Yes” to select available options.

** FOR MOW, THIS FORM IS OMLY BEING USED FOR STUDENT RECORDE AND ACADEMIC ADVISING ACCESS REQUESTS =

Student Records ( Yes [ )

Student Records

Required Training

Basic Access: SAXVIAT
Enrollmant Accass: SAREME

Program/Plan Update: SARSRW
Class Scheduler: SARCML
Graduation Processing: SAXGRT
Senvice Indicators: SAXSIE

UH Campus Salutions Training Site

For Student Records sccess assistance contact: UHSREEC@UH EDU

o Basic 5R Access Yes
Enrollment Access [_| No | .
- Class Scheduler | | No ]
Program/Plan Update ()] Ne | i} i
Graduation Processing || No |
EAR Navigate v
UHS Document Attachment {specify below) (] Mo )

Other o

Search =< Previous Next == Save




8. Complete the Acknowledgement section. Click Submit. Once the form is submitted, it is routed to your
Manager for approval.
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FYI. Upon clicking the submit button, the requester’s Manager will receive a notification email like:

Form ID: 10113 - System Security Access Request Completed.
®
0 uhsselfservice@uh.edu 3 Reply | € ReplyAl | = Forward

To ™ Thu 10/15/2020 11:37 AN

Your Form 1D: 10113 - System Security Access Request access request has been completed.

To view the request, log into accessuh.uh.edu, click on Campus Solutions, then the 'CS Security Form' tile. Then, select ‘View a Request’ from
the left-hand menu. Enter the Form I1D. Click search.

If you have any questions about this request, please contact Campus Solutions Security Office at sasecrty@central.uh.edu.

FYI. Once your access has gone through all the approvals, and the Campus Security Administrator (CSA) has processed
your request, it is considered complete. You will receive an email like the following:

Form ID: 10113 - System Security Access Request Completed.
o uhsselfservice@uh.edu % Reply <% Reply Al 7 Forward o

To (0337833 Thu 10/15/2020 11:37 AM

Your Form ID: 10113 - System Security Access Request access request has been completed.

To view the request, log into accessuh.uh.edu, click on Campus Solutions, then the 'CS Security Form' tile. Then, select “View a Request’ from
the left-hand menu. Enter the Form ID. Click search.

If you have any questions about this request, pIe'fse contact Campus Solutions Security Office at sasecriy@central.uh.edu.
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