Campus Solutions Work Flow

Filled out & Deliver to
Campus Solutions Signed off by: i
Biz Owner
Request Form Employee/ dent Record
— Dept Mgr l

Forms:

Like all CUNYfirst security access request forms the Campus
Solutions form can be found at https://security.cuny.edu. This
is a required form to gain access to the PeopleSoft system, and
must be requested by the employee’s manager. No employee
may request access for themselves. For transferring
employees, a separate form must be completed from the
Campus and/or Department transferring FROM and TO in
order to modify access in both areas. This request must be
made in advance of the Effective Date of the personnel action.

Workflow:

The work flow is design to help you identify where the form
needs to go. This is not a how to on what to fill out. You should
have received training on how the Campus Solutions module
works before filling out one of these forms. Contact the
CUNYfirst Central website for training information or get in
touch with the CUNYfirst subject matter expert for the Campus
Solutions module.

Form Information:

The form is 6 pages long currently and of critical note is to
provide your emplD, and get it properly signed. Review this
workflow to see who needs to sign off on this form.

Signature:

The employee requesting the role

The supervisor requesting the role for the employee
The Business Owner of Student Records (Registrar)
The Business Owner of Student Financials

The Business Owner of Financial Aid

The Business Owner of Admissions

Helpful Tip:

The Registrar’s office has the most experience with the roles
on the form. They are the source for answers to questions
regarding specific roles. They can escalated to Central is
needed.

Additional
Signatures
depending on roles:
Student Financials
Financial Aid
Admissions
Student Records Biz
Owner reviews and

approves all roles
then submits to IT

Signed form
entered into CRM
and
Assigned to
York Security Group
(ASL)

ASL Assign Roles

supervisor, checks
to see if emp is in
IMS, adds roles
bundles and
updates and closes
CRM case
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| CUNYfirst Campus Solutions User Access Request Form - Production

Please note: This form ks requined In onder o request access o he CUNYEms! system. This form must be approved by the employes’s supendsor. Employess.
M3y NOT appiove of grant acCess for iemsatves. For ransfeming employees, 3 separate Torm must be completed from the Campus andior Deparnment

fransfeming FROM and TO In order to modify access In both areas. This request must be made In advance of the effeciive dabe of the personnel action.

EMPLOYEE INFORMATION SECTION (Please Print) :

Last Mama:

First Name:

MI:

CUN¥first (Empl ID) *;

Job Title:

O Full me I Part time

If you are a student, please specify college:

O " Check here T you do NOT have a CUNYTIrs! Liser ID & If this Is a NEW request for 3 CUNYS! User ID (leave CUN'YTIrst User ID blank)

Business Unit / Campus:

Dept ! Office:

Work Phone:

Ext

CUNY email address:

CONFIDENTIALITY STATEMENT (must be signed by the Employee):

| undiersiand that the data cbiained from army CUNYrs! system Is considered comfidential and MOT o be shared with anyone who Is not authorized to recelve

such data.

| undierstand that | am Individually accountable for the use of my User ID In the CUNY frst system. Improges use of my User 10 coud lead to revoeation of

apeess rights and furthes dised In acopmdancs with CUNY policies, ruies and reguiations, and applicable collective niny
Employee's Signature: Date:
Action Requested (Check oniy oney  Add Access [1 Revise Existing Access [1 Delete Access [
e Dieiete: Common Roles Add Deiete Self Service Roles
O O cu_cscs_Cammen i [ [ [ LT Y= accmz 10 e sttt sttt corier.
Assign 0 edminisiraive sial seed i view infs
O [ CULCSSE Shident Son Center [ e o cerces Cener O O cUCSSS Insbucee Aoz 1 2 Irsiacior (Foauy) sefsemice
O [ CU_CSSE ShidCenier FnPoges | Adds Fesaciel Feges fo Student Semvices Casies.
- BCTES I COMmmon Stugery

O O cuCSSF CommonSFPageshiow | fnaryim pages.
L D) cuCSCa Shudent Inquey e e add Deese  SR—Class Schedule / Course Catalog Roles

: lkow (ers Wik e C1_CEC2_Bamkenl_gary - B3, ud
O O cufscs Shoent sy 0B |27 Smin te 2ot O [ CU_CSSR Adminisier Crae Colg [ /5 e caelay: i, 1 =l e
O O cu.CSCS Shdend Inusy SSN ::E‘;;mmgsa s | [0 O Cu_CSSR Admin Crme. Colelg VIEW |aamissis oo coreiag - view oy
O O cucscs Shaent o Car Tem | e ot e o | | L] [ CULCSSR View Coume i S [ o S R
O O cuuey Run Fm e view quesies asing Dussy Views: O [ CUCSSR Cla=s_Schedds A, u e eclors, e s el i

(Aakd, wid clams schest mam class noiesy| code

Add Dielete SR - Faculty Workload Roles O O Cu_C35R_Administer Clews_Sched Euhzmm;mmﬂm
D I: CU_CSSR_Administer Fac Wik Mn‘lbc;:awﬂmﬂm EI D CU_CSSR_C hsiniziner mmﬁmﬂm
O O CU_CSSR_Goond_Faculty Woskond | hony op et e o e | | O] CULCSA0 Prefieg View e
O [ CU_CSSR_Faculy Workosd Rpls | Aco=s s Fan Focily Workiod Bparts O O cuCSSR_Fol Cumiculum_Forwed | Fal Cumicutam Fonwerd
O [ CU_CSER_View_Foculy_ Wosdosd | Acoess b= View Faculy Workkd - Viem Oniy O O Cu_CSSR_Adminishes Term_Sehup m&mmm
O [ CU_CSSR_Updete_irsbuck_Weild | Acoess b= updel insinache Woskioed O O cu_CS5R_Combined_Seciions ipdaizid=play sectore comitined fzbie
O O CU_CSSR_nsbucion Advisor Lpsdaiz'depiny the Insrucoritdiz Tabis

VEDa

NOTE: Shaded roles grant access to sensitive data. Caution should be used when assigning to users.
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