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Finance Security Applications - DAF Administrator Approval Process

All Finance, Staples and PSS security requests must be approved by the DAF Administrator for the departments
to which access is being requested. If you are listed as the DAF Administrator on a security request, you will
receive an email notification instructing you to log into ServiceNow and approve or recycle the application. This
notification is sent after the manager has approved the request and will indicate what type of application it is
(Financial, Staples or PSS) and the employee that submitted the request.

__J\ = ¥ ¥ Manager approval for financial systems access reguest (ARC0000018) - Message (HTML) —nanx
a =
Message | Insert Options Format Text Adobe PDF L2
b= ] 3 = | [ = e Business Card ~ -
B w -[axEEE) Y & [ ) Donescrar W |30 ABg
3 7 Calendar 9
Paste (B 1 wl>- A = ||| Address Check || Attach Attach Follow Spelling
- 7 — |l — Book Mames Fle  ltem L Signature ~ uwp- | B -
Clipboard T« Basic Text Names Include Optiens [ || Proofing
This message has not been sent.
From... | |
o To.. IDHF ‘Administrators listed on application
e |
Subject: |D:.F Administrator approval for financial systems access request (ARC0000013)
RN RN R AR RN KRN R RN AN KRS SRR NS AN KRN RERNRRRET )
-

Hello

You are receiving this email because you have been listed as the manager to approve a Financial Systems Security Application for Virginia Kaplan
(vam2001}

To view the request. either click on "click here to review Request: LINK" at the bottom of this email. or log in to ServiceMow
at https://columbia.service-now.com/navpage.do and click on "My Approvals” in the left-hand menu. From there you can review the request by
clicking on the request number (2 g. ARC0000000)

If the request includes any roles in section 4: FINSY S/FFE, please be sure to set up this access for your user in the FinSYS security module
before you approve the application for processing by Finance and CUIT.

To make changes to the request, enter the changes directly on the application and then click "update”. Once the updates have been made, then
click "approve” at the bottom of the application. This will submit the request to central Finance for processing
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Click here to view ARC Request: LINK

Steps to Review and Approve a Security Application
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4 Once you click on the request number, a
copy of the application form will open e
for your review. As the DAF
Administrator, you have the ability to
make changes to the access requested directly in the form. Once you are done reviewing and making any
necessary updates to the application, click on “UPDATE" to save your changes and return to your approval
menu.

Mumber: PACOO001ST Created: 02/13/2013 13:44:50

If you have made no changes to the application, you can click on the green arrow in the upper left corner of
the request to return to your approval menu.

Note: If you are the DAF Deputy, once you review and make any necessary modifications, please only click
update. The DAF Administrator should then log into ServiceNow and approve the request.
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Canfinuration itarn Tune [Stahilizatinn

6 Once you click “Approve”, the application will be removed from your “My Approvals” queue, and sent to
Central Finance for training review and then to CUIT for processing.
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