How Does an Initiator Resubmit an Access
Request Form After It is Rejected?

This article explains what to do when a CMS PeopleSoft Access Request Form is
rejected by a manager, business analyst, trainer, or Information Security Office
and needs to be resubmitted.

¢ Please use one of the supported browsers to access ARFs in AEM:

* Google Chrome
+ Mozilla Firefox
« Microsoft Edge
« Safari

There may be some ARFs that are still going through the old My Workplace
workflow. If you get an email about an ARF and don't see it in AEM, try
following the instructions for My Workplace.
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1. The initiator is notified via email when an Access Request
Form has been rejected. Read the email for more details and
instructions.

BT CALIFORNIA STATE UNIVERSITY

# FULLERTON

INFORMATION TECHNOLOGY

Dear Cat Jones,

The PeopleSoft Finance System Access Request Form that you initiated for Ellen Ripley was rejected by a manager.
To view any comments made by Arthur Dallas on this rejection, please review the form.

HOW to REVIEW, REPROCESS or DELETE the form:
Important:Motzilla Firefox and Google Chrome are the recommended web browsers for AEM. Do NOT use Internet Explorer.

* Log on to the CSUF Portal and enter "Adobe" in the portal search on the left.

® Select Adobe Experience Manager (AEM) Workflow inbox.

* You may be prompted to enter your campus username and password again.

* You will see all of the AEM Forms that require your attention and approval, including Access Request Forms. Click on the form
you want to review/approve.

* For detailed instructions on how to review, reprocess, or delete the form, please view How Does an Initiator Resubmit an
Access Request Form After a Manager Rejects [t?

You may also contact the manager directly for more information. Once you determine what changes need to be made, please

reprocess the form.

If you are unable to log in to Adobe Experience Manager (AEM) or have any questions, please contact the Helpdesk at

helpdesk@fullerton.edu. or 657-278-7777.
Thank you,

CMS Security

This email will specify which Access Request Form has been rejected and by whom.
The email also contains instructions on how to open the form.

2. To review the request form, log in to the campus portal
and access Adobe Experience Manager (AEM) Inbox.

¢ For more detailed instructions on accessing Adobe Experience Manager, view
Accessing Adobe Experience Manager (AEM).
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I CSUF Portal
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cat
fstaffrstudent/alu...
in LinkedIn Learning £.1 Employee Training Center

' ' Zoom
CETT - B .
Apps Favorite History
Portal Message

USER APPS CSU Fullerton Planned Maintenance
Titan Online, Student Center, Faculty Center, Employee Self-Service, Manager Self-
: ice, TDA, CS, a availa i a aint
Adobe Experience Sgr:llce.TEA, (:;, :\;‘IE?:LIUHM :Le 1':]au(;':]:ule during the planned maintenance
F Manager (AEM) {? window Thursday 12/ :00 pm to 10:00 pm.

Forms Portal

CSU-CO Monthly Maintenance
CFS, OBIEE-Dashboard (DW), and Employee Training Center (ETC) will not be
Adobe Experience available during the planned maintenance window Saturday 12/11 10:00 pm to
F\ Manager (AEM) G Sunday 12/12 9:00 am.
Workflow Inbox

YoU@fullerton is a tool designed to help students find articles, videos, and campus

A. Enter "adobe" in the portal search box.
B. Select Adobe Experience Manager (AEM) Workflow Inbox.

3. Enter your campus username and password. Then click
Sign In.

Welcome to Adobe i
Experience Manager A catjones

An Adobe Experience Cloud solution: All the
tools you need to solve these complex digital
business challenges. Learn More

B signin

A. Enter your campus username and password. This is the same information you
use to log on to the campus portal.
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B. Then click Sign In.

4. Click on the ARF that you want to review/resubmit.

¢ You should have been taken directly to the My Tasks tab, but if you are on
another screen, just click My Tasks to view all of the forms that are pending
your review.

‘& | csUF Forms

HOME MY FORMS MY DRAFTS MY TASKS HELP REPORTS~

Title Priority Description Assignee Workflow Status Start Date

& l Requestor Review MEDIUM Ellen Ripley 800000000, Form 1D catjones Finance System Access Request Form ACTIVE  6/24/2022 11:49:41 AM
1159284

5. Click on Signatures. Review any comments to determine
how to proceed.

Finance System Access Request Form

Access and Compliance Form

Role Description Reference

Approval Status Form ID

In Progress 1159284

Employee Summary Comments
Information

Initiator Comment

Administrator's Comments : Please remove Burke and replace with Weyland and Yutani as reg approve:s.lq

Finance Roles

£,

e L

A. Click Signatures.
B. Based on the comment/s, you can determine what needs to be changed and
whether to resubmit the form or delete and start over.
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6. Click on the Roles tab to edit the request or click Delete
Request if you need to submit a separate ARF and delete the

current one.

B # Delete Request 4 Submit &L Delegate

Requestor Review

Form Workflow Details

Finance System Access Request Form

Access and Compliance Form

Role Description Reference
Approval Status Form 1D

In Progress 1159284

Employee Summary Comments
Information —

Initiater comments :

administrator's Comments : Please remove Burke and replace with Weyland and Yutani as req approvers.
Finance Roles A

Signatures

A. Click on the Roles tab to make changes to the security request.

OR
Click Delete Request to delete the form. You will need to initiate a new ARF to

request access for the employee.

o
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7. If you choose to reprocess the form, you can make the
requested changes to the form, then click Submit to
resubmit.

« Delete Request «d Submit

Requestor Review

Form Workflow Details

Select Approvers (In Division) Select Approvers L@¥Cr Division)

Approvers for Requisition Data Entry only (In Division)

BVers for Requisition Data Entry only (Other Division)

Peter Weyland [800000001), Hideo Yutani [800000002]

For instructions on filling out an ARF, review the following:

Completing a Finance Access Request Form

Completing a Human Resources Access Request Form

Completing a Campus Solutions Access Request Form

Completing a Finance Delegation of Authority Access Request Form

Need More Help?

¢ Read more on How to Troubleshoot Common Issues with Access Request
Forms.

For training and how-to assistance, contact IT Training at 657-278-5647 or
ittraining@fullerton.edu.

For technical assistance, contact the IT Help Desk at 657-278-7777 or
helpdesk@fullerton.edu.
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