Crystal Report Access Request Business Process

Level 1 Approvers
(Department — Data Owner)

Depart. Manager/Supervisor | .
requests access for
employee via the Security
Access System (SAS). The
SAS will route the form to
the PS authorized Level 1
Approvers (as noted in the
Notes #4)

Form is
electronically
routed to DO Help
Desk for
processing

Crystal Report
Access Request

Level 1 reviews the form to ensure
that data access requested are
appropriate. l.e. access is
necessary to perform their job
function without permitting access
to sensitive or confidential data
unnecessary to their job function.

User is added to the Crystal AD
group and is sent the username and
password for the Crystal Report
account.

No:

Notes:

1. Improperly authorized forms will be returned for correction.
2. Request for access will not be granted until all necessary approvals have been received.
3. Crystal Report accounts are created for department/grouping purposes (to avoid multiple logins); thus
each account may have access to multiple database and data owners data.
4. Crystal Report accounts Level 1 approvers will be the following for the accounts under:
- Student Administrations - PeopleSoft Student Administration
authorized signer list. Approvers will be based on the roles selected under the Student
Administration categories.
- Human Resources - PeopleSoft Human Resources: Employment authorized signer list.
- Finance & Administration — PeopleSoft Financials: Accounting Services (DO) authorized signer list
- Information Technology - TBA
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