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The PAWS Security Request system is a mechanism to request security for new users, 
additional security for users, removal of security for users and extend after hour access 
for users limited to core hours.  The PAWS Security Request System is a part of the My 
Fresno State portal.  This system will allow users, supervisors and administrators to 
request these security changes online.  The system will route the request to the 
appropriate supervisor and/or manager for the employee for approval, as well as, CIS 
security staff for appropriate action.  The form will also be routed to for users requiring 
confidentiality verification and approval from the Vice President of Administration.  
Notification emails will be sent through the various stages of the request. 
 
The goal of the system is to create a centralized and easy to use user security request for 
Student Administration, Financials and Human Resources.  This will allow a more 
efficient method of requesting and tracking security changes both for CIS as well as the 
managers and end users.  Using this system will eliminate the delay caused by routing 
security request through mail or fax, provide a consistent method for requesting changes, 
reduce the confusion regarding information required for different types of requests, and 
verify requests through the use of email notification. 
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PeopleSoft Security Page 
 

 
 
HCM and Finance Users have the ability to review and request security changes through 
the Security Request folder on the My Fresno State website.   
 
Options available to a typical user are: 

·  Confidential Agreement – Agree to the terms of the confidential agreement. 
·  New Security Request – Creates a new security request 
·  View Security Requests – Check status of requests for yourself 
·  View User Security – View your current security settings 
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Create A New Security Request 
 

 
 
Users have the ability to request security changes through the Security Requests folder on 
the My Fresno State website.  To begin a new request click on the New Security Request 
link. 



PAWS Security Request System User Guide 
 July 17, 2007 

Page 4 

Select Request Type 
 

 
 
There are two different types of requests that can be made using this form: 

·  New or Additional User Security – to request security for a new, transferred or 
existing PeopleSoft user 

·  After Hours Access – to request access to the system for a user during off hours 
 

The next and previous buttons will take you through the screens to enter the information 
for the request.  The screens that are displayed will depend on the type of request.  Not all 
requests will display all of the following screens.
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User Search 
 

 
 
Once a type is select the User Search page will appear.  This page will allow you to 
search for an employee by ID, Last Name, and/or Department number.  Pressing the 
Search key will search through the HR records for employees matching the search 
criteria.  Employee names may appear multiple times based on the number of active 
positions an employee may have in various departments.  Please select the appropriate 
position for the appropriate department for the employee. 
 
Once a employee is located, the employee is selected by clicking the box in front of the 
employee’s ID.  Pressing the OK will add any selected employee’s to the request. User 
Information 
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Selected Users for Request 
 

 
 
Once employees are selected they appear on the User Information page.  Information 
about the select employee, such as position, department, and default access hours is 
displayed Additional employees may be added to the request by clicking the Plus (+) key 
to the right of any of the listed users.  Specific employees may be removed from the 
request by clicking on the Minus (-) key. 
 
After including all applicable employees for this request, the Next Tab will take you to 
the next section to complete. 
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Select Access Choices 
 

 
 
When the request type New or Additional User Security has been selected the following 
page will appear.  This page will display a list of the most frequently used roles and a 
description of the access associated with those roles.  Select each that apply and press the 
Next tab. 
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Security Dates Effective 
 

 
 
The above page lets you define the length for this request.  Select either permanent or a 
date range for this request.  Almost all user access is permanent, good as long as the 
position that it was request for is active for this person.  Occasionally, you may want to 
request access for a range of dates, for example a student assistant or to cover for leave 
time. 
 
For After Hours Access requests, please use this page to specify whether the access is 
for permanent after hours access or only for a range of dates (ie a weekend).   
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Special Instructions and Submit 
 

 
 
This page is for the explanation of the request and special comments or instructions you 
feel necessary for the handling of this request.  This box cannot be left blank.  Please 
describe the purpose of this request to assist those needing to approve the request. 
 
Pressing the Save button will submit you request for processing.  Once a request has been 
submitted, emails will be sent to the requester, all employees listed on the request, and all 
managers and supervisors listed notifying them of the status of the request. 
 
The next step in the process is for the CIS Security Administrator to review the request 
for completeness and/or additions based on the comments.  Once reviewed, the request is 
forwarded to the appropriate manager(s) to approve the requests for each employee 
indicated on the request.  If the request is for a new position or a transfer to a new 
department, the request will also require the approval of the VP of Admin. 
  
All approvals are handled online and notified by email.  There is no additional work 
required on the requester’s part.  Once the approvals are completed, the CIS Security 
Administrator will be notified and will complete the security and the request.  At that 
time an email will be sent to the requester and the person for whom the request is 
submitted, if different, notifying them of the completion of this request. 



PAWS Security Request System User Guide 
 July 17, 2007 

Page 10 

Agreeing to the Confidential Agreement Form 
 

 
 
If a request required Confidential Approval by the VP of Admin, you will need to agree 
to the terms of the Confidential Agreement.  This process is also required to be renewed 
on an annual basis.  You will be notified by email if an agreement is required for your 
continued access.  To agree to the Confidential Agreement Form, select the Confidential 
Agreement link, read the form, and press the Agree button. 
 



PAWS Security Request System User Guide 
 July 17, 2007 

Page 11 

You may check your agreement at any time.  If your agreement is up to date, you will see 
the following: 
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View My Requests 
 
 

 
 
Current and past security requests can be view through the View Security Requests link 
found on the PeopleSoft Security page.  You will only be able to see your requests, 
requests you requested in behalf of others, and requests for your staff (managers only). 
 
Use the search page to search for specific requests.  You may search on any combination 
of the above search options. 
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View Security Request Information 
 

 
 
After you select a request, this page displays the information about an employee’s 
security request.  The details of the request along with the Actions and Comments for that 
request are available for review. 
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Requests Needing Approval - Managers 
 

 
 
Managers have access to the link, Approve Security Requests, which allows them to 
view their employee’s requests that needs their approval.  
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My Requests to Approve - Managers 
 

 
 
The page will display the requests that are currently needing a manager’s approval.  It 
will only show requests that need that managers approval at that time. 
 
To approve or deny the request the manager clicks on the Approve/Deny Request link. 
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Approve/Deny A Request 
 

 
 
Clicking on the approve/deny link will take the manager to the Online Security Request 
Information page.  The details for the request can be seen along with the actions and 
comments for that request. 
 
At the top of the page is a tab called Approve/Deny Request.  Clicking that tab will take 
you to the page to approve/deny the request.
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Approve/Deny Request 
 

 
 
The Approve/Deny Request page contains the terms of this agreement and the buttons to 
approve and deny.  Pressing the Approve Request button approves the request and is a 
formal acknowledgement that you understand and agree to the terms listed above it.  
Press the Deny Request button to deny the approval for this employee’s request. 
 
The comments box is to provide any feedback or documentation for the request you feel 
necessary and is required to deny a request. 
 
 
 
 


