(CASE WESTERN RESERVE

Information Technology Services Reference Sheet
Approving Security Requests

Procedure

This guide explains the how to approve Security Requests.

First, log into PeopleSoft Financials to get started.

CASEWESTERN RESERVE

FMUNIVERSTITY o
Personalize Content | Layout
Menu 2 2

Search:
®

[ My Favorites

[- Employee Self-Senvice

[ Vendars

> Purchasing

[ eProcurement

[ Services Procurement

[ Accounts Payable

[ Commitment Control

> Case Deparimental Deposits
[ Set Up FinancialsiSupply Chain
[ Worklist

[ Tree Manager

[> Reporting Tools

> PeopleTools

> CWRU COnline Security Form
[» CWRU Training & Attendance
= Confidentiality Agreement

= Ly Personalizations

= Wy Systern Profile

Approving Security Requests

Help

€D Inemet L S L
Step Action
1. Click the CWRU Online Security Form link.
[ CWRU Online Security Form|
2. Click the Review/Approve Requests link.

Eeviewispprove Requests
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. CASEWESTERN RESERVE

UNIVERSITY g s

g% an! n‘raslal L

[- Excise and Sales TauVAT
IND

[ Commitment Control L

[ General Ledger

[- Case Departmental
Deposits R

[- Case Petty Cash Review/Approve Requests
Management

[ Allocations

[+ Statutory Reports

[> SCM Integrations Case Network ID

P iﬁa‘unp e Request Status:  Pending | +|  [] Show History @

[+ Enterprise Components

[+ Government Resource
Directory

[ Background Processes

[ Worklist

[ Application Diagnostics

> Tree Manager

- Case Reports

> Reporting Tools

> PeopleTools

[~ CWRU Online Security Form
— New Security Requests

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | &,

— Review/Approve Requests
- CWRU n;mtcamu

Cjn /ersion

[» CWRU Training &
Attendance

(- Packaging

— PSUnit

— Tax Center

n

— Confidentiality Agreement

— Treasury Management
Center

— Treasury Processing Center

— Treasury Definitions Center

— Change My Password

— My Personalizations

— My System Profile

— My Dictionany -
Done «/ Trusted sites | Protected Mode: On H100% -
Step Action
3. There are two options to search for requests that need approved.

Enter the Case Network ID of the person who has requested access. This can be
found in the email notification.

Search by the Request Status, in this case, the status would be Pending.

Pending Status - Request that have been submitted and are awaiting all levels of
approvals.

Closed Status - Requests that have been completed.

Training P - Requests that have training pending that needs to be completed.

4, Click the Search button.
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CASE WESTERN RESERVE

UNTVERSITY sy g

g% an! n‘raslal L

[- Excise and Sales TauVAT
IND

[ Commitment Control

[ General Ledger

[- Case Departmental
Deposits R

[- Case Petty Cash Review/Approve Requests
Management

[ Allocations

[+ Statutory Reports

[> SCM Integrations Case Network ID

[+ Set Up Financials/Supply
Chain Request Status: ~ Pending  ~ L] show History

[+ Enterprise Components

[+ Government Resource

Directo
I3 EIa:Kgrt;!:m:I Processes Case Network ID  Version Number Regquest Date Request Type Request Status Review to Approve/Deny

(- Worklist 1 ajeb 1 01/14i2011 Add Pending Review to Approve/Deny
[ Application Diagnostics
> Tree Manager 2 cst7 1 01/14/2011 Add Pending Review to Approve/Deny
[- Case Reports R
> Reporting Tools 3 dxd4 1 01/14/2011 Add Pending Review to Approve/Deny
I PeopleTools y 4 jes83 1 01/26/2011 Change Pending Review to Approve/Deny
[~ CWRU Online Security Form
5 kal126 1 01/14/2011 Add Pending Review to Approve/Deny
— CWRU MamiCenter 6 kxc248 2 01/14/2011 Change Pending Review to Approve/Deny

Approver Setup 7 k19 2 01/14/2011 Change Pending Review to Approve/Deny
— Run Security Forms

Con ion 8 mcs146 1 01/14/2011 Add Pending Review to Approve/Deny
[» CWRU Training & R

Attendance 9 nam18 1 01/25/2011 Change Pending Review to Approve/Deny
E ;gak:tgmg 10 npp12 2 01/14/2011 Change Pending Review to Approve/Deny

— Tax Center 11 sjm119 1 01142011 Add Pending Review to Approve/Deny

— Confidentiality Agreement

Worklist | MultiChannel Console | _Add to Favorites | Sign out

New Window | Help | Customize Page | &,

n

— Treasury Management 12 tme 1 01/26/2011 Change Pending Review to Approve/Deny
Center

— Treasury Processing Center
— Treasury Definitions Center
— Change My Password

— My Personalizations

— My System Profile

— My Dictionary -

Done «/ Trusted sites | Protected Mode: On H100% ~

Step Action

5. When the Pending Request Status search is used, all requests that are in Pending
status will appear.

6. Click the Review to Approve/Deny button for the ID you want to Approve or
Deny.
Review to Approve/Deny
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(- General Ledger

> Case Departmental
Deposits

- Case Petty Cash
Management

[+ Allocations

[+ Statutory Reports

[> SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components

[ Government Resource
Directory

[ Background Processes

[- Worklist

[ Application Diagnostics

[ Tree Manager

[» Case Reports

[ Reporting Tools

(- PeopleTools

[~ CWRU Online Security Form
— New Security Requests

U MgmitCenter

Appro: etup

— Run Security Forms
Conversion

[» CWRU Training &
Attendance

[ Packaging

— PSUnit

— Tax Center

— Confidentiality Agreement

— Treasury Management
Center

— Treasury Processing Center

— Treasury Definitions Center

— Change My Password

— My Personalizations

— My System Profile

CASE WESTERN RESERVE
UNIVERSITY = poromg
[> Excise and Sales TaxVAT
IND
[ Commitment Gontrol Review/Approve Requests

— My Dictionary

CASE WESTERN RESERVE
UNIVERSITY 826G

Channel Console Sign out

New Window | Help | Customize Page | /5,

Review/Approve Requests

Case Network ID

Request Status: TrainingP  ~

Case NetworkID  Version Number
1aaal18

2 ark3
3 jak52
4 jald1
5 mic33
G rah23

7 tgws

I

[7] Show History

Request Date
1013112011

101142011
2 01/26/2011
20114/2011
101/26/2011
101/26/2011
101/26/2011

Request Type
Add

Add
Change
Change
Add
Add
Add

Reguest Status Review to Approve/Deny

Training P Review to Approve/Deny
Training P Review to Approve/Deny
Training P Review to Approve/Deny
Training P Review to Approve/Deny
Training P Review to Approve/Deny
Training P Review to Approve/Deny
Training P Review to Approve/Deny

Done

/ Trusted sites | Protected Mode: On

®100% ~

Step

Action

Training

P =

When the Training Pending (Training P) Request Status search is used, all requests
that are in Training Pending status will appear.

Note that until Training has been completed, access will not be granted for
eProcurement, Accounts Payable or General Ledger.
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.CASE‘W’ES]’ERNRESERVE
UNIVERSITY  por s

gﬁ an! nlvaslal P

[- Excise and Sales TaxVAT
IND

> Commitment Gontrol Review/Approve Requests

(- General Ledger

> Case Departmental
Deposits

[ Case Petty Cash Review/Approve Requests
Management

[+ Allocations

[+ Statutory Reports

[> SCM Integrations Case Network D loz19

i ?;:;np PRy Request Status: ~ Pending - [7] show History Search

[ Enterprise Components

[ Government Resource
Directory

[ Background Processes

[- Worklist

[+ Application Diagnostics

[ Tree Manager

[» Case Reports

[ Reporting Tools

(- PeopleTools

[ CWRU Online Security Form
— New Security Requests
WRU MamtCenter

Approver Setup
— Run Security Forms

Conversion

[» CWRU Training &
Attendance

[ Packaging

— PSUnit

— Tax Center

— Confidentiality Agreement

— Treasury Management
Center

— Treasury Processing Center

— Treasury Definitions Center

— Chanage My Password

— My Personalizations

— My System Profile

Channel Console Sign out

New Window | Help | Customize Page | /5,

I

— My Dictionary -
«/ Trusted sites | Protected Mode: On H100% -
Step Action
8. Enter the Case Network ID of the person who has a request.

Case Network ID kg

9. Click the Search button.
Search
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[- Excise and Sales TaxVAT
IND

[- Commitment Contral

(- General Ledger

> Case Departmental
Deposits

[- Case Petty Cash
Management

[+ Allocations

[+ Statutory Reports

[> SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components

[ Government Resource
Directory

[ Background Processes

[ Worklist

[+ Application Diagnostics

[ Tree Manager

[» Case Reports

[ Reporting Tools

(- PeopleTools

[ CWRU Online Security Form

— CWRU MgmiCenter
Approver Setup
— Run Security Forms
Conversion
[» CWRU Training &
Attendance
[ Packaging
— PSUnit
— Tax Center
— Confidentiality Agreement
— Treasury Management
Center
— Treasury Processing Center
— Treasury Definitions Center
— Chanage My Password
— My Personalizations
— My System Profile
— My Dictionary

”ﬁ an! n!vaslal ~

CASE WESTERN RESERVE
UNIVERSITY

I

EST 1826

Revi 'Approve Requests

TERN RESERVE
I T X :

182

S

New Window | Help | Customize Page |

Review/Approve Requests

Case Network D loz19

Request Status:

Case NetworkID  Version Number

1 kz19

Pending

Zuro Kristen

[7] Show History

Request Date
2 0114/2011

Request Type
Change

Reguest Status Review to Approve/Deny

Review to Approve/Deny

Pending

Done

v

Trusted sites | Protected Mode: On & 100%

Step

Action

10.

The request summary appears.
Click the Review to Approve/Deny button.

Review to Approve/Deny

[- Excise and Sales TaxVAT
IND

[- Commitment Contral

(- General Ledger

> Case Departmental
Deposits

[- Case Petty Cash
Management

[+ Allocations

[+ Statutory Reports

[> SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components

[ Government Resource
Directory

[ Background Processes

[- Worklist

[+ Application Diagnostics

[ Tree Manager

[» Case Reports

[ Reporting Tools

(- PeopleTools

[~ CWRU Online Security Form

— New Security Requests
— CWRU MgmiCenter

Approver Setup
— Run Security Forms
Conversion

[» CWRU Training &
Attendance

[ Packaging

— PSUnit

— Tax Center

— Confidentiality Agreement

— Treasury Management
Center

— Treasury Processing Center

— Treasury Definitions Center

— Chanage My Password

— My Personalizations

— My System Profile

— My Dictionary

CASE WESTERN RES!
UNIVERSITY

”ﬁ an! n!vaslal ~

ERVE

EST 1826

Sign out

Online Security Access Request Form

Version Number:
Case Network ID:

Requestor ID:
Employee ID:
Phone Number:

Building:
Roomd#:

Department ID

Management Center:

2
k19 Name: Kolenz Kristen Marie Zuro
CNV Requestor Name:
1018741 Request Status: Pending
218i368-4500 Fax Number: 216/368-1111
3057 Beliower 11424
3A
Network ID: kxc248
231221 Customer Support Services
Name: Caponero,Kelli A
UGN University General

‘Submit Requisitions

Inguire on Requisitions/Purchase Orders

Requisition Approver's Case Network 1D:

jiigt

Requisition Approver (Name): | gydiana,Jennifer

‘Submit Payment Requests

Inquire on Vouchers/Payment

Enter Journals

Department Deposits

m

No Approval on Requisitions

Approve Requisitions - $0 - $5,000

Approve Requisitions -$5,000 - $20,000
Approve Requisitions - greater than $20,000

Petty Cash

Reporting Access Request

i

] b

Done

«/ Trusted sites | Protected Mode: On

H100%
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Step

Action

11.

The Security Access Request form screen appears in view only. Review the
information and then click the Reporting Access Request button.
Reporting Access Request

IND

[ General

Manage
[- Allocatiol

Center

CASE WESTERN RESERVE
UNIVERSTTY  poryns

g% an! nlvaslal P

[- Excise and Sales TaxVAT
[- Commitment Contral
> Case Departmental

Deposits
- Case Petty Cash

[+ Statutory Reports

iz;""u’;}e‘ifﬁ;gfyskmmy Department Description DeptRollup AllProjects RES OSA IRN SPC END CIP  AGY
Chain 1231231 Customer Support

> Enterprise Gomponents SEUEE

[ Government Resource 2 601000 Dean - Medicine
Directory

(> Background Processes All Projects

[> Worklist = — -

[+ Application Diagnostics Project Row Level Security customize |Find | 8 First [ 4 o4 [ Last

[ Tree Manager
[» Case Reports
[ Reporting Tools
[- PeopleTools

[ CWRU Online Security Form

— New Security Reque: Wl

Conversion Submit Once the Security Reporting Access has completed all stages the approval
[ CWRU Training & process, Peoplesoft will need to process the request. Those requests are
Attendance Security Access Request processed nightly Monday to Friday. Access will be available in the PeopleSoft Authorizations
[ Packaging Financials reporting system the next business day.
— PSUnit E
— Tax Center

— Confidentiality Agreement
— Treasury Management

— Treasury Processing Center
— Treasury Definitions Center
— Chanage My Password

— My Personalizations

— My System Profile

— My Dictionary

Home | Worklist

WultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | /5,

| ReviewiApprove Requests | Securily Access Request | Reporting Access Request | Authorizations |

Online Security Reporting Access

Ledger

Version Number

Case Network ID

2

ment
. k=19 Zuro Kristen

First [4] 1.2 or2 (M Last

Customize | Find |

Department Row Level Security

Description

*Selected Project

©) Approved © Denied @ Not Yet Worked upon

Preview Row Level Access

1 | 3

Done

«+ Trusted sites | Protected Mode: On ®10% -

Step

Action

12.

The Reporting Access information appears in view only. Review the Department
and Project information that is requested.

The Supervisor Approval is where the approval status is located and can be
changed.

The Not Yet Worked button will be selected for requests that have not been seen.
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(€ Online Security Form Workflow - Windows Internet Explorer =3 |iCH <=
€3\ - [©] hitps://verpuepd10d.cose ccu200/psp/findev/EMPLOYEE/ERP/ </ CW_SEC_ONLFORMS MENU.CW_SEC R + 5 [ é3 | X |[ Google 2 -

Links & Customize Links 2 | Free Hotmail 2| Windows % Windows Marketplace [T Windows Media
File Edit View Favorites Tools Help
@ Convert ~ [ Select Contribute B Edit in Contribute  [f] Post to Blo
Google [=] B search - T - o~ | » &~ signin - |} P Securesearch Fe) -
v [@ Online Security Form Workflow I l - v b v b Page v ( Took v @~ L
(CASE WESTERN RESERVE
UNIVERSTITY poromg Home | Workist | MutiChannel Console | Add to Favories | _Sign out
CiSe and sales L - A
IND 8 800000 School of Dental
1> Commitment Control Medicine
[+ General Ledger 9 900000 School of Mursing
> Case Departmental
Deposits All Projects
[» Case Petty Cash
Management Project Row Level Security Customize | Find First [ 1 or 1 (] Last
[> Allocations *Selected Project Description
[ Statutory Reports 1
[> SCM Integrations
> Set Up Financials/Supply
Chain - B B
[+ Enterprise Components ) Approved () Denied @ Not Yet Worked upon —
[> Government Resource
Directory
I Background Processes Al c ts: .
1> Worklist omments: 3
I Application Diagnostics
I> Tree Manager Preview Row Level Access
I Case Reports 3 £
I Rspnnmngms Submit Once the Security Reporting Access has completed all stages the approval
I: PeapleTools process, Peoplesoft will need to process the request. Those requests are
= CWRU Online Security Form Security Access Request | Processed nightly Monday to Friday. Access will be available in the PeopleSoft Autnorizations
— New Security Requests b Financials reporting system the next business day.
i »
« Trusted sites | Protected Mode: On H100% -
Spark - 191 PG T Microror OF. = "D Rdobe Drearmwe. ) JL Weekly Statie | 0 » < @ W) 156PM
.
Step Action
13. For those approving at the Management Center level, the Management Center

Approval is where the approval status is located and can be changed.

The Not Yet Worked button will be selected for requests that have not been seen.

14. To assist with the Department and Row Level security review, the Preview Row
Level Access button can be clicked.
| Preview Row Level Access |

15. To Deny a request, select the button for Denied.
p d
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. CASEWESTERN RESERVE
UNIVERSTTY " g s

g% an! nlvaslal P

[- Excise and Sales TaxVAT
IND

Sign out

Channel Console

New Window | Help | Customize Page | /5,

> Commitment Control | ReviewiApprove Requests | Securily Access Request | Reporting Access Request | Authorizations |
(- General Ledger = . .
© Case Deparmental Online Security Reporting Access
Deposits
- Case Petty Cash Version Number 2
Management
& Allocations Case Network ID k19 Zuro Kristen
E gtélx‘ﬂlo{y RE?UHS Department Row Level Security Customize | Find
S Y Department Description DeptRollup AllProjects RES OSA TRN SPC END CIP  AGY
> Set Up Finandials/Supply Department Description DeotRollup AllProjects RES 0OSA TRN SPC END P AGY
Chain 1601200 Dean - Medicine
[ Enterprise Components
[ Government Resource 2601000 Dean - Medicine
Directory
(> Background Processes All Projects
[- Worklist
[> Application Diagnostics Project Row Level Security Customize | Find |
[ Tree Manager *Selected Project Description
[» Case Reports 1

[ Reporting Tools
[- PeopleTools
[ CWRU Online Security Form

— Mew Security Requests | ] ) Approved @ Denied () Not Yet Worked upon
eview/Approve Requ Caponero Kelli A 02/02/2014 11:06AM
U MgmitCenter
Appro: etup Reason for Supervisor's Denial
— Run Security Forms
Conversion Preview Row Level Access
[ CWRU T &
Anendan’cE:nmg Submit Once the Security Reporting Access has completed all stages the approval

process, Peoplesoft will need to process the request. Those requests are

E ;ga(:‘?mg = Security Access Request | Processed nightly Monday to Friday. Access will be available in the People Soft Authorizations

— Tax Center Financials reporting system the next business day.

— Confidentiality Agreement

— Treasury Management
Center

— Treasury Processing Center

— Treasury Definitions Center

— Chanage My Password

— My Personalizations

— My System Profile B

— My Dictionary -4 i, ] 0

Done «+ Trusted sites | Protected Mode: On H10% -

m

Step Action

16. The name of the person who denied the request and the date and time stamp will
appear. If arequest has been denied, the person denying must enter a reason for
the denial. This will be in the email notification.

Reason for Supervisor's Denial

17. Click the Submit button to start the process and notification emails.

18. To Approve a request, select the button for Approved.
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[- Excise and Sales TaxVAT
IND

CASE WESTERN RESERVE

UNI
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Channel Console

Sign out

New Window | Help | Customize Page | /5,

[- Commitment Contral
(- General Ledger
> Case Departmental

Online Security Reporting Access

Deposits
- Case Petty Cash Version Number 2
Management
& Allocations Case Network ID kz19 Zuro Kristen

[+ Statutory Reports
> SCM Integrations

Department Row Level Security

© Set Up Financials/Supply Department Description DeptRollup  All Projects
Chain 1 801200 Dean - Medicine

[ Enterprise Components

[ Government Resource 2601000 Dean - Medicine
Directory

[+ Background Processes All Projects

[- Worklist

Project Row Level Security
*Selected Project

[+ Application Diagnostics
[ Tree Manager

— Confidentiality Agreement

— Treasury Management
Center

|— Treasury Processing Center

— Treasury Definitions Center

— Change My Password

— My Personalizations

— My System Profile

| ReviewiApprove Requests | Securily Access Request | Reporting Access Request | Authorizations |

ustomize | Find
RES 0SA TRN

Customize | Find |
Description

[- Case Reports 1
[ Reporting Tools
(- PeopleTools
[ CWRU Online Security Form
— Mew Security Requests ] @ aApp © Denied
|| Reviewpprove Requests | (v Comerc)
eview/Approve Requ Caponero Kelli & 22011 11:06AM
U MgmiCenter
Appro etup Preview Row Level Access
— Run Security Forms
Conversion Submit Once the Security Reporting Access has completed all stages the approval
[> CWRU Training & process, Peoplesoft will need to process the request. Those requests are
Attendance Security Access Request | Processed nightly Monday to Friday. Access will be available in the People Soft
[ Packaging Financials reporting system the next business day.
— PSUnit E
— Tax Center

D

SPC CIP AGY

) Not Yet Worked upon

Authorizations

T

— My Dictionary

Done

o/ Trusted sites | Protected Mode: On H100%

Step Action

19. The name of the person who Approved the req

will appear.

Submit

uest and the date and time stamp

Click the Submit button to start the process and notification emails.

20.
End of Procedure.

This completes how to approve or deny security requests.
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