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Information Technology Services Reference Sheet
Completing the Security Form

Concept

The Online Security form is used to request and grant access to employees who will be using the
PeopleSoft Financials system. Access can be requested for eProcurement, Accounts Payable,
General Ledger, Reporting, and Petty Cash.

Information that is entered on the form includes contact information for the user and the
identification of the user's supervisor and/or approver. The form is available online through
PeopleSoft Financials. Those who are requesting access must have a supervisor that can log into
PeopleSoft Financials.

Procedure

This guide explains the steps for completing the form.

First, log into PeopleSoft Financials to get started.

. CASE WESTERN RESERVE

L NIVERSTTY ~ por,pp Add to Favorites Siqn out
Personalize Content | Layout Help
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

|~ bly Diclionary

€D Inemet Fh v i v
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CASE WESTERN RESERVE

152

Step

Action

1.

Click the CWRU Online Security Form link.

[ CWRU Online Security Form|

Click the New Security Requests link.
New Security Requests|

Search:
> My Favorites

- Employee Self-Service

[- Vendors

> Purchasing

[- eProcurement

[- Services Procurement

[+ Accounts Payable

[ Commitment Control

[ Case Departmental
Deposits

[ Set Up Financials/Supply
Chain

[ Worklist

[ Tree Manager

> Reporting Tools

> PeopleTools

[~ CWRU Online Security Form

urity Requests
rove Requests

> CWRU Training &
Attendance

|~ Confidentiality Agreement

= My Personalizations

= My System Profile

= My Dictionary

CASEWESTERN RESERVE

FUNTVERSITY  por g

Home Worklist

Mew Window | Help | Customize Page | /&,

Add to Favorites Sign out

Please enter a Network ID and then hit the Enter Key:

Case NetworkID:‘

Main Content

Dane

€ mnremet

4y~ ®aow -

Step

Action

ID field.

Enter the CWRU Network ID of the person to receive access in the Case Network

Press [Enter].
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. CASEWESTERN RESERVE

UNIVERSITY  gorms Home Workiist Add to Favorites Sign out

f— Mew Window | Help | Customize Page | /&,
New

> My Favorites
> Employee Self-Service

[> Vendors

[ Purchasing Please enter a Network ID and then hitthe Enter Key:

[> eProcurement

[ Services Procurement Case Network ID: TRNAG0T 1000001 Nicole N. Dyme

[ Accounts Payable

[ Commitment Contral

[> Case Departmental
Deposits

[> Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

> PeopleTools
= CWRU Online Securitgr Form Add User Profile

> CWRU Trammg &
Attendance

- Confidentiality Agreement

— My Personalizations

|~ My System Profile

|~ My Dictionary

Done € mntemet dy v B v

Step Action

5. The EMPLID and the Name of the person appears. Verify this is the correct
person.

If the person had a security request previously, information about those requests
will appear below the name along with the buttons to Change or Inactiviate the
existing security.

Click the Add User Profile button.
Add User Profile
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UNIVERSTTY g

IND
[ Commitment Control
[ General Ledger

New Requests

CASE WESTERN RESERVE
{ VERSIT?Y

UNIVI

A2

1526

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

New window | Help | Customize Page | 5,

[ Case Departmental
Deposits

> Case Petty Cash
Management

[- Allocations

[+ Statutory Reports

[» SCM Integrations

> Set Up Financials/Supply
Chain Version RequestDate

Case NetworkID:‘ =r

Please enter a Network 1D (in lower case) and then hit the Enter Key:

Request Type Request Status Supervisor Status

1009999 Reagan, Ronald

Network ID

Mamt Center Status

(- Enterprise Components 0 05/08/2010

[ Government Resource
Directory

[> Background Processes

[ Worklist

[ Application Diagnostics

> Tree Manager

[» Case Reports

> Reporting Tools

> PeopleTools

= CWRU Online Security Form

Conversion Closed

Change User Profile
Inactivate User Profile

= U MgmitCenter
\pprover Setup
= CWRU School Setup
= Run Security Forms
Conversion
[» CWRU Training &
Attendance
> Packaging
= PSUnit
- Tax Center
- Confidentiality Aareement
I~ Treasury Management
Center
|~ Treasury Processing Center
= Treasury Definitions Center
= Change Wy Password
= My Personalizations
= My System Profile
= My Dictionary

[E4f
|~

Approved

Approved CNV

w 8

€ Iremet R S L

Step Action

this, click the
Change User Profile button to continue.

Change User Profile

If the person has access and it is being changed or update the screen will look like
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TRNADO1 —~

@ 'CASE WESTERN RESERVE
UNIVERSTTY * gorums Home | workist | _Add to Favorites iqn out
Search: Mew Window | Help | Custemize Page | &, #
> My Favorites J/ New Requests | Security Access Request |{_Reparting Access Request | Authorizations ',
[» Employee Self-Service
PR Online Security Access Request Form
[» Purchasing
> eProcurement
[ Senvices Procurement Version Number: 1
> Accounts Payable .
[ Commitment Contral Case Network ID: TRNAOO Name: Dyme, Nicole N
[» Case Departmental .
Deposits Requestor ID: TRH101 Requestor Name:  rysion, Ken
3 git Up Financials/Supply Employee ID: 1000001 Request Status: FPending
ain
[+ Worklist *Phone Number: “Fax Number:
> Tree Manager
[» Reporting Tools “Building: &
> PeopleTools
< CWRL Online Security Form *Room#:
~ New Security Requests *Network ID:
= Review/Approve Requests *Department ID Name:
[~ CWRU Training & ame:
Attendance Management Center:
= Confidentiality Agreement
= My Personalizations
= My System Profile
B s i [ submit Requisitions (& No Approval on Requisitions
[ nquire on Requisitions/Purchase Orders O Approve Requisitions - $0 - $5,000
Requisition Approver's Case Network ID: Q O Approve Requisitions -$5,000 - 20,000
O Approve Requisitions - greater than $20,000
Requisition Approver (Name):
[] submit Payment Requests [J Enter Journals [ petty cash
[Jinquire on VouchersiPayment Department Deposits
Reporting Access Request
v
< >
Dane € Ireemet i3 - Hion -
.
Step Action
7. The Security Access Request tab appears. Enter the phone number of the person

who needs access in the Phone Number field. Make sure to include 10 digits in
the format of XXX/XXX-XXXX.

The following field are pre-populated:

Case Network ID: CWRU Network ID of the person for which the
form is being completed.

Name: Name of the person for which the form is being completed.
Requestor 1D: The CWRU Net ID of the person who filled out the
request for the person listed.

Requestor Name: The name of the person who filled out the request for
the employee.

Employee ID: Employee ID of the person for which the form is being
submitted.

Request Status: Status of the request.

Fill out the following fields to complete the form( * are required fields):
*Phone Number: Phone number of the person for which the form is
being completed.

*Fax Number: Fax number of the person for which the form is being
completed.

*Building: When you create a requisition the default ship to address will
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reference this building.

*Room #: When you create a requisition the default ship to address will

include this room

number.

*Department ID: Enter the six-digit code which represents the
Department in which your salary is based. The Management Center will
populate when the Department ID is entered.

Supervisor’s Case Network ID: Your Supervisor’s Case Network ID.
The Name of the Supervisor will populate after the ID is entered.

Step

Action

Enter the Fax Number into the Fax Number field.

Enter the Building number. To search, click the Look up button.

Search:

[+ Vendol

Chain
[- Workli

Attend;

> My Favorites
[» Employee Self-Semvice

[» Purchasing

[ eProcurement

[ Senvices Procurement

> Accounts Payable

[ Commitment Contral

[» Case Departmental
Deposits

> Set Up Financials/Supply

[ Tree Manager

- Reporting Tools

> PeopleTools

[~ CWRU Online Security Form
= Review/Approve Requests

[> CWRU Training &

= Confidentiality Agreement
= My Personalizations

= My System Profile

= My Diclionany

(©)]

s

st

ance

CASE WESTERN RESERVE
UNIVERSITY

EST 1826

Look Up Building

Building #: | begins with '+

Description:| begins with

LnnkUp‘ Clear | Cancel ‘Bas\cLoQkup

Search Results

View All 1-100 of 124 |I| Last
Building # Descriptio

#cot Cleveland VA Medical Ctr.

1001 SIM Center

2805 CCSB & Wright Fuel Cell

2009 Stone Commons
2E01 Leutner Commons
2E09 Starrs House

3A01 CCF Lerner Research
3A03 Walker University Hospitals
3C07 Thwing Cir.

3c09 Kelvin Smith Library
3C13 Mather House

3C15 Haydn Hall

3c19 Mather Dance

ac21 Clark Hall

3c23 Guilford House

3D03 Harkness Chapel
3D05 Mather Memorial
3008 Dively Bld

3D13 Wolstein Hall

3D15 IMandel Cir. for Non-Profit Org:

3D24 Bellflower 11416

3D29 Mandel School of Applied Social Sciences
3D39 Peter B. Lewis Bldg

3042 Gund Hall

3D47 Alumnni House

-

Add to Favorites Sign out

New Window | Help | )5,

- Hi0% -

Step

Action

10.

Enter a Building # or a Description to search.

11.

Click the Look Up button.

Look Up
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CASE WESTERN RESERVE
IVERSTTY by ysus =

New Window | Help | &

Add to Favorites gn out

Search:

& My Favorites Look Up Building

[» Employee Self-Semvice

> Vendors . .

© Purchasing Building #: | begins with || |
> eProcurement Description:| contains | bell |

[ Senvices Procurement
> Accounts Payable

I Commitment Control Look Up ‘ Clear | Cancel ‘ Basic Lookus
[» Case Departmental

Deposits
[ Set Up Financials/Supply Search Results

Chain 1-50f5

i‘#::ak‘r\ln?na er Building # Description

> Reporting 'Ig'oms @050 Belflower 11401

[> PeopleTools 3024 Bellflower 11416

= CWRU Online Security Form 3057 Beliflower 11424
DE Bellflower 11424 1/2

- New Security Reques
= Review/Approve Requests 0 Bellflower House

[> CWRU Training &
Attendance

= Confidentiality Agreement

= My Personalizations

= My System Profile

= My Diclionany

s
%

o
i
=

javascript: submitAction_winOfdocument, wing, #ICRow2"); & Inemet R S L

Step Action

12. The items that match your search appear. Choose a building by clicking on the
link. For example,
Bellflower 11424

CASE WESTERN RESERVE
UNIVERSITY ~ gor s Home W Add to Favorites an out

Mew Window | Help | Customize Page | &, #

Search:

(©)]

New Requests | Security Access Request Y Reporting Access Request Y Authorizations \

> My Favorites

[» Employee Self-Semvice
PEGE Online Security Access Request Form
[» Purchasing

[ eProcurement

[ Senvices Procurement Version Number: 1
> Accounts Payable .
[ Commitment Contral Case Network 1D: dxd4 Name: Dominish David
[» Case Departmental .

Deposits Requestor ID: jna1 Requestor Name: Loudiana,Jennifer
[ Set Up Financials/Supply Employee ID: 1001358 Request Status:  Pending

Chain
[ Worklist *Phone Number: 216/368-0000 *Fax Humber: 216/368-0001

> Tree Manager 3
[- Reporting Tools *Building:

> PeopleTools
[~ CWRL Online Security Form *Room#: l:l

~ New Security Requests *“Network ID: |:|
prove Requests D

L Baliowsr 11424

= Review/A
& CWRU Training & Name:
Attendance Management Center:
= Confidentiality Agreement
= My Personalizations
= My System Profile - P L
- v Diclionary [ submit Requisitions (€ No Approval on Requisitions
[ nquire on Requisitions/Purchase Orders O Approve Requisitions - $0 - $5,000
Requisition Approver's Case Network ID: l:lQ O Approve Requisitions -$5,000 - 20,000
(O Approve Requisitions - greater than $20,000
Requisition Approver (Name):
[] submit Payment Requests [J Enter Journals [ petty cash
[Jinquire on VouchersiPayment Department Deposits
Reporting Access Request
)
< | b
Dane € treemet R S L
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Step Action

13. Enter the Room Number in the Room# field.

14. Enter the 6 digit Department ID in the Department ID field.

*Department D

15. Enter the CWRU Network ID of the Supervisor of the person needing security in
the Network ID field.

*Network 1D;

16. Select the items that the person will need access to use. Be sure to enter the
Requisition Approver's CWRU Network ID in the field provided. The Requisition
approver must have a higher level of approval authority then this person.

Requisition Approver's Case Network [D:

Purchasing / eProcurement Section

Submit Requisitions: This person will submit Purchase Requisitions,
please check this box. If not, leave it blank.

Inquire on Requisitions/Purchase Orders: This person can view
Purchase Requisitions

that were entered by themselves or by others, please check this box. If
not, leave it blank.

Requisition Approver's Case Network ID: If applicable, enter the
name of the person that will approve

this person's requisitions after they have been entered. (Please note that
all requisitions

exceeding your approval authority will be routed to this person first.)
Requisition Approver (Name): This will populate after the Network 1D
is entered.

No Approval on Requisitions - This person can create requisitions but
can not approve them.

Approve Requisitions - $0 - $5,000: If this person is authorized to
approve Requisitions up to $5000,

please check this box. If not, leave it blank.

Approve Requisitions - $5,000 - $20,000: If this person is authorized to
approve Requisitions up to

$20,000, please check this box. If not, leave it blank.

Approve Requisitions — greater than $20,000: If this person is
authorized to approve Requisitions

over $20,000, please check this box. If not, leave it blank.

Accounts Payable Section
Submit Payment Requests: This person can submit Payment Requests,

Page 8 Published 3/14/2011
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Completing the Security Form

please check this box. If not, leave it blank.

Inquire on Vouchers/Payment: This person can view Payment Request
and Vouchers that

were entered by them or by other users, please check this box. If not,
leave it blank.

General Ledger Section:

Enter Journals: This person can enter Financial Journals either

online or through the Spreadsheet Upload interface, please check this
box. If not, leave it blank.

Department Deposits: This access is given by default to all PeopleSoft
Financials users. It is automatically checked.

Petty Cash Section:
Petty Cash: This person will enter Petty Cash Vouchers.

4| CASE WESTERN RESERVE
JUNIVERSTTY ° oo Home | workist | AddtoFavortes | Sign out
Search: Mew Window | Help | Custemize Page | &, #
> My Favorites | New Requests | Security Access Request |_Reparting Access Request | Authorizations ',
[» Employee Self-Service
PR Online Security Access Request Form
[» Purchasing
[ eProcurement
[ Senvices Procurement Version Number: 1
> Accounts Payable . Nicole N
[ Commitment Contral Case Network 1D: TRNAOO Name: Dyme, Nicole
[ Case Departmental . N
Deposits Requestor ID: TRN101 Requestor Name: Fusion, Ken
3 gEh‘ Up Financials/Supply Employee ID: 1001358 Request Status:  Pending
ain
- Worklist *Phone Number: 216/368-0000 “Fax Number: 216/368-0001
[ Tree Manager
[ Reporting Tools *Building: 3D57 U Belfower 11424
> PeopleTools
|~ CWRU Online Security Form *Room#: 2A
~ New Security Requests ) *Network ID: TRN101
~ Review/Approve Requesis *Department ID 231340 ERP Project Name:
[~ CWRU Training & ame: Fusion, Ken
Attendance Management Center: UGN University General
= Confidentiality Agreement
= My Personalizations
= My System Profile Submit R ti
- My Dictionan ubmit Requisitions ( No Approval on Requisitions
Inquire on Requisitions/Purchase Orders ( Approve Requisitions - $0 - $5,000
Requisition Approver's Case Network ID: Q O Approve Requisitions -$5,000 - 20,000
© Approve Requisitions - greater than $20,000
Requisition Approver (Name):
Submit Payment Requests Enter Journaig [ Petty Cash
Inquire on Vouchers/Payment Department Deposits
Reporting Access Request
~
< >
Dane € Iremet L S L

Step Action

17. When finished, click the Reporting Access Request button.
Reporing Access Request
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~ New Security Requests
~ Review/Approve Reguests Preview Row Level Access

[> CWRU Training &

WA CASE WESTERN RESERVE - |
SMUNIVERSITY = por s Home | workist | AddtoFavortes | Sign out
Search: Mew Window | Help | Customize Page | &,
> My Favorites | NewRequesls | Securily Access Request | Reporting Access Request {_Authorizations |
e Online Security Reporting Access
[» Purchasing
> eProcurement Version Number 1
[ Senvices Procurement "
Case Network ID
o e Bl TRNA0OT Dyme, Nicole N
> Commitment Control Department Row Level Security Customize |Find | 3 First [ 1 014 [ Last
DBESED;’DW”E"TE' Department Description DeptRollup All Projects RES OSA TRN SPC END CIP  AGY
eposits
> Set Up Finandials/Supply 1 Q [F] 3] a & (& [& (& & 4 =
Chain
[ Worklist All Projects
PIES TR Project Row Level Securi Customiz: k] irst (4] 1 oF 4 as
- Reporing Tools BEcIi ity Customize | Find | First 4] 14 of 1 [F] Last
[ PeopleTools Selected Project Description
[~ CWRU Online Security Form 1 (&} E|

Attendance Submit Once the Security Reporting Access has completed all stages the approval

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

= My Personalizations Security Access Request ‘ processed nightly Monday to Friday. Access will be available in the People Soft Authorizations

~ Ly Sistem Profile Financials system the next business day.

|~ My Diclionary

Dane & mreemet A S L

o
Step Action
18. The Reporting Access Request tab information appears.

NOTE: If no access to Financials Reporting is requested, this section can be left
blank. Itis not required to fill out the Reporting Access Request to complete the
security form.

To complete the Reporting Access section, enter the 6 digit Department number
for access to be given in the Department field. In addition, select the check boxes
of the additional items to narrow or expand access rights.

Department Row L evel Security

Department: The 6 digit department ID

Dept Rollup - Department rollup allows access to all Departments that
roll up to the Department entered.

All Projects -All projects associated with the primary department and
rollup departments if applicable.

RES - Research Speedtypes, must be associated with the Department
selected.

OSA - Other Sponsored Activity Speedtypes

TRN - Training Speedtypes

SPC - Special Projects Speedtypes

END - Endowment Speedtypes

CIP - Construction in Progress Speedtypes

AGY - Agency Speedtypes, must be associated with the Department
selected.

Page 10
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Step

Action

19.

For narrower Row Level Security, enter the Selected Project Speedtypes in the
Project Row Level Security section.
*Selected Project

Project Row Level Security

Specify a list of projects. The list will be limited to the projects which
reside in the department(s) you have specified in the Depatment Row

Level Security.

Step

Action

20.

To preview the access that will be granted, click the Preview Row Level
Access button.
FPreview Row Level Access

IVERSIT

Search:
O

[ My Favorites

[- Employee Self-Semice

[ Vendors

> Purchasing

[- eProcurement

[- Services Procurement

[+ Accounts Payable

[ Commitment Control

[ Case Departmental
Deposits

(- Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

= CWRU Online Security Form

[errrr——
— Review/Approve Requests

[» CWRU Training &
Attendance

— Confidentiality Aqreement

|- My Personalizations

— My System Profile

— My Dictionary

CASE WESTERN RESERVE
S| U N ITY

EST 1826

New Window | Help | Customize Page | 15

Preview Row Level Access

Case Network ID TRHA001
Version Number 1
SpeedType Key

Row No. Department

1231240
2231241

Back

[ Rows:1to2 =
Search

SpeedType/Project  Description
OPR231240 ERP Project
OPR231241 ERP Upgrade

/ Trusted sites | Protected Mode: On

®100% ~

Published 3/14/2011
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Step

Action

21.

Back

Review for accuracy the results and then Click the Back button to return.

IVERSITY

Search:
[ My Favorites

> Employee Self-Semvice

[ Vendors

> Purchasing

[ eProcurement

[- Services Procurement

[+ Accounts Payable

[ Commitment Control

[ Case Departmental
Deposits

(- Set Up Financials/Supply
Chain

[ Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

Attendance
— Confidentiality Aqreement
|- My Personalizations
— My System Profile
— My Dictionary

CASEWESTERN RESERVE
3lu

EST 126

Home Worklist Add to Favorites Sign out

New Window | Help | Customize Page | 15

| MNew Requests ) Security Access Request | Reporting Access Request |_Authorizations |

Online Security Reporting Access

Version Number 1
Case Network D jiI91
Department Row Level Security

Loudiana,Jennifer

Dept Rollup All Projects

Department D
1 231240 <, ERP Project
All Projects

Project Row Level Security

Selected Project Description
1 Q =
Preview Row Level Access
Submit Once the Security Reporting Access has completed all stages the approval

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

Security Access Request processed nightly Monday to Friday. Access will be available in the People Soft

Financials reporting system the next business day.

Customize |Find | 88 First [4] 4 o4 [Pl Last
RES O0SA TRN SPC END CIP  AGY

O OO0 O o o oOoBE

Customize | Find | i First 4] 10f1 [¥] Last

Authorizations

v

/ Trusted sites | Protected Mode: On H100% ~

Step

Action

22.

Submit

To finish the form, click the Submit button.

Click the Save button if the form is not completed. Remember to return to
complete the request.

23.

Authorizations

To view the Authorizations that will be required for the form to be complete.
Click the Authorizations button.

The user for which access is being requested, the supervisor and management
center will all receive email notification that a request has been submitted. Email
communications will follow as the form follows workflow.

Page 12
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CASE WESTERN RESERVE

UNIVERSITY ~ gor g6 Home Worklist Add to Favorites Sign out
Search: Mew Window | Help | Customize Page | &,
Wy Favorites | MNewRequests | Securily Access Request | Reporting Access Request | Authorizations
> Employee Self-Service
[+ Vendors - -
> Purchasing Authorized Signatures

[ eProcurement

[ Senvices Procurement

[> Accounts Payable Version Number: 1

[ Commitment Contral

[» Case Departmental
Deposits Supervisor: hot Approved

> Set Up Financials/Supply
Chain

Case Network ID: TRNAOO1 Dyme, Nicole N.

[+ Worklist
[ Tree Manager Management Center Approver: Mot Approved
- Reporting Tools

> PeopleTools

[~ CWRU Online Security Form

= New Security Requests . PO Training GL Training AP Training Training Center
» Training Class
1 C C Completed Approver

1

[> CWRU Training &
Attendance

= Confidentiality Agreement

= My Personalizations

= My System Profile

= My Diclionary

Previous Page

Done € Ireemet R S L

Step Action

24. The Authorized Signatures page appears. This page will list all the approvals that
have or have not been processed.

Click the Previous Page button to return.

Previous Page

25. This completes the Online Security form.
End of Procedure.
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