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Complete Security Access Request

Submit UHD Campus Solutions security access request via Microsft workflow to trigger a workflow notification
to Campus Solutions, employee, supervisor, and module lead for review of security access request. The security
form is on the Campus Solutions Security webpage, link: Campus Solutions Access Request Form

Sign into Microsoft Office to Verify Identity, audit purposes require the requestor to verify identity through
Microsoft log in before accessing the security form.

B® Microsoft

Sign in

username@uhd.edu

Can't access your account?

[m University of Houston
DOWNTOWN

Campus Solutions Security Access Request

This form will need to be completed if security access is needed in PeopleSoft Campus Solutions to perform job
duties. In order for the form to be processed and security granted in PeopleSoft Campus Solutions the
user/employee must have the following information available to complete the form:

Hi, When you submit this form, the owner will see your name and email address.

Who can complete form?

1.  Employees —user has been processed as an active employee through Human Resources and has received an
employee |D number and a valid UHD email address on file.

2. Non Employees or Person of Interest — Persons of Interest are users who need administrative access to the Campus
Solutions System, but are not employees of the University. Sponsoring party has submitted this user as an active Person
of Interest to Human Resources and, has received a PeopleSoft ID number.

3. Must read and include all signatures required, security roles & sign the Confidentiality Statement.

If you need assistance with completing this form please consult with the Campus Security Administrator via email at
css@uhd.edu or visit https://www.uhd.edu/css/Page: urity.aspx for detailed instructions on how to complete form.

UHD View Only_Role

(Security role below is automatically granted to users who submit Campus Solutions security form)
UHCSD_CC_GENERAL - This rale provides VIEW ONLY access to the Student Services Center (Admissions tab, Academic
tab, finances tab, etc) and to VIEW student biographical data (addresses, phones, emails, services indicators,

checklist, etc).

PLEASE NOTE: An automated process removes Campus Solutions access when a user transfers to a new Administrative

Office, Academic Group, Department or terminates from a position, including student workers changing frem work-study.
Self-Service access to P.AS.S. and Student Self-Service will remain active and available.
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https://forms.office.com/r/5HkDSSpV3E

Access Type Indicate if short-term access is
required. If Yes is selected you will be required to
put start and end date for access requested,
Campus Solutions access will be terminated on end
date provided. Indicate if the user is a student
worker.

Campus Solutions Services
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I.I"D University of Houston
DOWNTOWN.

Campus Solutions Security Access Request

* Required

Limited Access Request

1.Short Term Access Request *

**Check "Yes" below if access requested is for a limited time frame. Access will be terminated on end date.*

D) No

Yes

2. Student Worker Access Request *

**Check "Yes" below if user requesting access is a Student Worker ** l
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Campus Solutions Security Access Request

* Required

3. Last Name *

4. First Name *

Melissa

Information of the person requesting Access in PeopleSoft Campus Solutions

Employee Information must be complete
where required last name, first name,
employee ID, job title, etc.

Display of Social Security Number and Date of Birth
*Display of full Social Security Number will require
justification in the text box. Request that do not have
justification will be automatically rejected by UHD
Registrar.*

Campus Solutions Student Information System
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Campus Solutions Security Access Request

Access to display of SSN & Date of Birth

Set search screens to display ONE of the following for SSN and DOB. Default setting is Partial display for both SSN (last 4
digits) and DOB (Month/day). If full access is requested for bath SSN and DOB this will require an additional approval
from the Registrar's office (Form will be forwarded to Registrar for approval)

11.SSN

D) None
O Partial

) Ful

12. Date of Birth
) None
O Partial

O Ful
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Indicate who is completing the Security Request, the user or the supervisor.

-[-PD University of Houston
DOWNTOWN

Campus Solutions Security Access Request

* Required

Who is completing this form?

13. Please indicate if you are the user requesting access or the supervisor: *
‘(:,:' User

() Supervisor

Back Next Page 5 of 12

If the user is completing the request, enter
Su peI’VISOI"S ema|| for approval- Campus Solutions Security Access Request

I_IJD University of Houston
DOWNTOWN

* Required

Supervisor/Manager Approval

If you are the user completing the form, please enter your supervisor's email below for approval.

14. Supervisor UHD Email *

15. Supervisor Phone

If the superwsor.ls completing the request, THD Usaite

enter user'S emall for apprOVaI, Campus Solutions Security Access Request
* Required
User Approval

If you are the supenisor completing the form, please enter the user's email below for approval

14. User UHD Email *

Pk Bkl
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Select Module and Security Roles are required to be selected in appropriate areas before submitting
the security form to module leads for review/approval.

[}rp University of Houston
DOWNTOWN

Campus Solutions Security Access Request

Modules and Security Roles

Please, indicate Module(s) you are requesting security in PeopleSoft Campus Solutions. Once, you have indicated security
is needed by selecting “Yes® in one or multiple modules security roles will load under that module to select specific

Syt el *All security roles begin with
UHCSD, the acronym after will
signify the module it belongs too.
There is an exception to this rule
with Admission roles, placed in
Student Records, Articulation &

= < Matriculation area.

16. Do you need security access to Academic Advising (AA) Module?
) Yes

J No

Review and Acknowledge Confidentiality Statement. If the supervisor completes the security request
for the user the user will receive the Confidentiality Statement and is required to review prior to approving the
security request.

User Agreement and Acknowledgment and Submit.

[_}"D University of Houston
DOWNTOWN

Campus Solutions Security Access Request

User Agreement and Acknowledgment

By submitting form, you confirm that you have read and accept terms and conditions governing the use of PeopleSoft
Campus Solutions.

[ ] Send me an email receipt of my responses

Back R
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Next Step: Approval Workflow

Once the security access request is submitted, the electronic security workflow will notify approvers in a
sequential order. Approval are required from the below areas before the request can be processed by Campus

Solutions Security Administrator.

Campus

Solutions
Services

Campus Solutions

Supervisor/User . Module Lead

If the Campus Solutions Security Administrator approves the user and supervisor are match, the workflow is

submited to the next approvers.

If the Campus Solutions Security
Administrator rejects the
security request the user will
receive communication.

Supervisor/User

Sun 1/8/2023 %:55 PM
Enrollment Management Systems
Denial of Campus Solutions Security Access, RQ (66)

Cc UHD Campus Solution Services

Hella,
Campus Sclutions System Security Access request has been denied by the University of Houston — Dovwntown Campus Solutions Services Security Admimistrator.
The supervizor and emplovee listed do not match the system's data.

If you have additionzl questions, please feel free to contact PeopleSoft Student Administration Security at ces@uhd edu

Please, do not respond to this email. If you have any questions, please contact CSS directly.

If the user/supervisor approves the request, the workflow is submited to the next approvers.

If the supervisor rejects the
security request, the user will
receive denial communication.

Wed 12/14/2022 2:38 PM

Enrolliment Management Systems

Denial of Campus Solutions Security Access, RQ (10)
To

Cc UHD Campus Solution Services

Hello,
's Campus Solutions System Security Access request has been denied by the supervisor.

If you have additional questions. please feel free to contact PeopleSoft Student Administration Security at css@uhd edn

Please, do not respond to this email. If you have any guestions, please contact CS5 directly.
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If the user rejects the security request,
the user will receive denial
communication.

Module Lead

Campus Solutions Services
Security Access Request Guide

Mon 1/9/2023 5:13 PM

Enrollment Management Systems

Denial of Campus Solutions Security Access, RQ (69)
To

Cc UHD Campus Solution Services

Hello,
Request for Campus Solutions System Security Access has been denied by the user

If you have additional questions, please feel free to contact PeopleSoft Student Administration Security at css@uhd.edu

Please, do not respond to this email. If you have any questions, please contact CSS directly.

If the module lead approves the Campus Solutions Security Administrator will process and communicate with

requestor.
Module Area

Academic Advising
Academic Scheduling

Campus Community

Enrollment Management
Financial Aid

Institutional Research
PeopleTools

Student Business Services
Student Records

Records, Reports, and Registration
Articulation & Matriculation
Graduation & Graduation Tracking

If the module lead rejects the
security request the user and

supervisor will receive denial

communication.

Questions

Module Lead
Dr. Charlie Finch, Director, Strategic Initiatives & Projects
Reyna Romero, Assistant Dean, Advising & Degree Completion
Shannon Cunningham, Director, Academic Scheduling &
Integrated Services
Rocio Beiza, Director, Campus Solutions Services
Tiffany Reno, Director, Enrollment Management Systems
LaTasha Goudeau, Director, Scholarships and Financial Aid
Carol Tucker, Director, Institutional Research
Lupe Gongora, Functional Analyst lll, Enterprise Systems
Krystal LeBlanc, Director, Student Business Services

Ovidio Galvan, University Registrar, Registrar's Office
Lisa Lyle, Associate Registrar, Undergraduate Admissions
Janelle Frazier, Assistant Registrar, Degree Audit and Graduation

Fri 12/23/2022 11:31 AM

Enroliment Management Systems

Denial of Request from Student Records(SR) - Records, Reports and Registration Roles Business Lead, RQ (58)
To
Ce UHD Campus Selution Services

Hello,

's Campus Solutions System Security Access request for module Student Records(SR) - Records, Reports and Registration Roles has been
denied by business lead approver for the following security roles:
["UHCSD_AD TSI PROC","UHCSD_AD TSI WRKCTR',"UHCSD SR CLSS ROSTER VW"]

If you have additional questions. please feel free to contact PeopleSoft Student Administration Security at css@uhd. edu

Please, do not respond to this email. If you have any questions, please contact CS5 directly.

If you have any questions regarding security request contact Campus Solutions Security Administration via email

at css@uhd.edu
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