Security eForm. How to initiate a request for self?

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

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

ampus Solutions Administratol

7 Landing Page

4| Start Security Access Reque

5 Update a Request

5] View a Request

Y| Evaluate a Request

4. Following screen comes up. Validate items 1 through 6.
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Before PeopleSoft Campus Solutions access can be granted, the user must have the following information available for the form to be completed:

1. PeopleSoft ID number of the person you are requesting access for — This person should be an active employee or a Person of Interest (POI)
2. College Business Administrator (CBA) of the person you are requesting access for.
3. Have taken training session (if required)

Assistance Information
For assistance with the form or security access questions, please email sa-security@uh edu.
For assistance with training, please contact Pamela Ogden, 832-842-9606, progden@uh.edu OR navigate to HR's training information site.

Please note: An automated process removes Campus Solutions access when a user transfers or terminates from a position. Access to PA.S.S. and Student Self-Service will remain active and available.

Requester

User ID

Name | L
' College/Department C_....~. 1% Job Title ...
Email Address « i Phone 7...

Basic Access Existing User Y

Request Access For

e self (__Yes
Manager Name J.... Manager PeopleSoft ID ...

General Request Information

e Short Term Access Request No

Student Worker () No

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 buttons 3 to 10 to request access for the

respective modules.
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Request Access For

PeopleSoftID “~7*~"1

Display of Social Security Number (SSN) & Date of Birth (DOB)

Set search screens to display ONE of the following for SSN and DOB. Default setting s Partial display for both SSN (last 4 digits) and DOB (Month/day)

o Social Security Number | Partial v

Modules

Al 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_GENE

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

. o Academic Advising () No

o Admissions
o Campus Community No
o Financial Aid () No

o Date of Birth

Partial ~

[ERAL and UHCSM_SF_GENERAL roles.

o Student Business Services (_) No

o Student Records

Institutional Research
PeopleTools | No

() )

7. If you toggled yes for a module, the page will expand to show access options for the selected module/s.
For each of the access toggled 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 needed. Click
Next.

Modules

All approve access requests will grant view only access to the Student Services Genter, Student Biographical data, UHS Account Summary and Gustomer Accounts via the UHCSM_CC_GENERAL and UHCSM_SF_GENERAL roles.

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

Academic Advising () No ) Student Business Services () No )
Admissions () No ) Student Records
Campus Community () No Institutional Research () No
FinancialAid () No ) PeopleTools () No )
Student Records
Required Training
Basic Access: SAXVIW B
Enrollment Access: SAREVE
Program/Plan Update: SARSRW
Class Scheduler- SARCHU
Graduation Processing. SAXGRT
Service Indicators: SAXSIE
UH Campus Solutions Training Site
For Student Records access assistance contact. UHSRSEC@UH EDU
Basic SR Access Yes
EnrollmentAccess () No ) Class Scheduler () No )
Program/Plan Update () No ) o Graduation Processing () No
EAB Navigate v
UHS Document Attachment (specify (o )
below)

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

Form ID: 15928 - System Security Access Request Completed.
o uhsselfservice@uh.edu | ety || SrRelAl | <3Fonwerd

To o + 01 = 3 1 Wed 9/29/2021 10:35 AM
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Your Form ID: 15928 - System Security Access Request access request has been completed.
To view the request, log into AccessUH, 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, please contact Campus Solutions Security Office at sasecrty@central.uh.edu.







	Security eForm. How to initiate a request for self?



