Security eForm. CBA Approval

CBAs can either approve or decline an access request.

Background: Campus Solutions security access for Student Records and Academic Advising can now be requested
electronically. Later, access request option for other modules will be added. For other access requests, please complete
the paper security form, https://tinyurl.com/y449dr5z.

1. Once a manager approves access request for Campus Solutions, using electronic version of the security form
(security eForm), you will receive a similar email, as their CBA:

From: uhsselfservice@uh.edu

Date: October 15, 2020 at 11:35:40 AM CDT

To: i

Subject: Form ID: 10113 System Security Access Request - Routed for your approval

I

Security Form ID: 10113 - System Security Access Request eForm has been routed for your approval.

To approve the request, log into accessuh.uh.edu, click on Campus Solutions, then the 'CS Security Form!' tile. Then, select ‘Evaluate
a Request’ from the left-hand menu. Click search. All the forms that are waiting for your approval will display. Select the Form

ID listed on this email. As an approver, you can approve or deny an access request.

If you see any discrepencies, you can use 'Update a Request' option to modify a request, before approving the request.

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

2. Alternatively, you can access the form by following steps a through c.
a. Loginto Campus Solutions in any browser.
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b. 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.
c. Select ‘Evaluate a Request’ from the left-hand menu.
All the forms that are waiting for your approval will show up.
Select the appropriate form from the list.
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3.

Following screen comes up. Validate items 1 through 6. Please ensure all the information on this page is
correct.
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Before PeopleSoft Campus Solufions access can be granted. the user must have the following information available for the form fo be completed

1. PeopleSoft ID number of the person you are requasting access for — This person should be an active employee or a Person of Intersst (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 wilh training, please contact Pamela Ggden, 832-342-9608, progden@uh.edu OR navigate to HR's training information site.

Please note: An automated process removes Campus Solutions sccess when s user transfers or terminates from a position Access to PA 5 5. and Student Self-Service will remain active and available
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Click ‘Next’

Following screen comes up. For items 1 and 2, please validate that the employee has selected correct level of
access. All the employees get partial access to SSN and DOB as default. For full access to either DOB or SSN, a
justification is needed. For less than partial access, no justification is needed. Employee only needs to select
access under Academic Advising and Student Records, if he/she needs more than basic access. Basic access
allows an employee to see basic bio/demo data for the students, and account balances. Click approve.
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Upon clicking the approval button, you will see a screen like below:
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Once a form has been approved, it will be routed to the Campus Security Administrator (CSA). The CSA will receive an
email like the following:

From: uhsselfservice@uh.edu

Date: October 15, 2020 at 11:35:40 AM CDT

To: i

Subject: Form ID: 10113 System Security Access Request - Routed for your approval

I

Security Form ID: 10113 - System Security Access Request eForm has been routed for your approval.

To approve the request, log into accessuh.uh.edu, click on Campus Solutions, then the 'CS Security Form!' tile. Then, select ‘Evaluate
a Request’ from the left-hand menu. Click search. All the forms that are waiting for your approval will display. Select the Form

ID listed on this email. As an approver, you can approve or deny an access request,

If you see any discrepencies, you can use 'Update a Request' option to modify a request, before approving the request.

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




