OnBase Workflow Guide
MPP Approval of CIA Requests

Using OnBase web client

Open Internet Explorer

Go to:
https://workflow.csusb.edu

Login to OnBase using CoyotelD password| |

and password m

Depending on modules licensed, this product may contain portions of:
Imaging technelegy © Snowbound Software, Inc.
Full Text Indexing technology @ Autonomy.

Version 14.0.0.45 - Copyright @ 1992 - 2014 Hyland Software, Inc.

OnBase

000011920 | Log out

Click the down arrow next to Document

[ﬂ Document

Choose
“Workflow”
from the drop

| Document
L§ Workflow

i?f_) User

down box

Another window will open. You are now in OnBase’s Workflow area.

e Cyae VW | i Double click on CIA MPP

. . - 4 combined Inbox
Click the “+” sign next to CIA Request : Authorization to recall

Process to reveal the CIA MPP | E)-aqg CIA Request Process all CIA Requests
i1 E CIA MPP Authorization

Authorization

[k requiring your approval.
U q gy pp
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(3 CIA Request Process: - Internet Explorer "

4 ¥ New Resuts ¥ Options . “ ”
EMPLID (18) [ Last Name [ Fiest Marne [CiA Employ | MPP Name vt Mo, | 3 C||Ck on “MPP Name
[t Ccie view | ISR 000056510 LOPEZ ELSA 4/23/2015 -INFORMATION .. H
£ Combined Inbax 000056510 LOPEZ ELSA 4/23/2015 TORNERJAVIER  ITS-INFORMATION _. to al p habetize all MPP
0 e e 000099293 MONCLOVA JOELEEN 4/24/2015 WALDMAN,STEVEN ATTS-CREATIVEMEDIA... . d I
B B 000058252 CARRIZALES LAURA 4/24/2015 TORNERJAVIER TS INFORMATION . e names and group a
{y— [oovosszsa MONCLOVA JOELEEN 4/24/2015 WALDMAN,STEVEN ATTS-CREATIVEMEDIA...
003357717 BAKER JESSICA 4/24/2015 NASSARJAMALR  CSBS - DEAN'S OFFL. the CIA Requests
004182138 MCCAMBRIDGE  STACIA 4/24/2015 KARMANOVA,TATIA...CEL - DEAN'S OFFICE
| IR MCGILL SARA 42412015 FLEMINGKIRSTEN  CNS - GEOLOGY H
000003366 MCGILL SARA 4/24/2015 FLEMINGKIRSTEN ~ CNS - GEOLOGY requiring your
000107379 LINDFELT CHRISTOPHER 4/24/2015 VANDERBURGHWIL..UNDERGRADUATE S...
. 1003624373 wisE TRACY 4/24/2015 MORALES, THOMAS .. PRESIDENT'S OFFICE approval.
000066286 DERBISH DONNA 4/24/2015 GAINESLARRY K CSBS - CRIMINAL JU...
m(.o‘:t“ FADDITAIEC LALIDA ARAE TADMED 1AVICD ITCIMEMD LA TIFR
| Anthonge EM

Click on a CIA Request to
populate the bottom field
containing employee
information.

(3 ISET CIA Request Farm (Unity Form) - 4/30/2015 - LAURA CARRIZALES (ITS-INFORMATION SECURITY) - Internet Explorer

JAVIER TORNER ITS-INFORMATION ...

4/30/2015

Computerized Information Access (CIA) Form

e
SAN BERNARDINO

m Human Resources  Student Administration  Finance  Data Center  Department Databases  Other  Submit

This form (C1A) must be cnrnplatad and slgned by Iha employee requesting access and the appropriate MPP Administrator. By signing this form, | certify that | have read
and understand the G (http:ffems.csusb. thow_to. jsp® contact area Manager to complete the Confidentiality Compliance
form). In addition, | understand that my Dperato( |D and password are to be kept confidential, and if | share this infarmation, my access will be revoked. An employee is
subject to posaible disciplinary action up to and including dismissal from the job if he/sha violates this policy. | also understand that all records are confidential and the
property of California State University, San Bernardino. My initials in the box below indicate that | have signed and submitted a CONFIDENTIALITY COMPLIANCE FORM
Actual access will be granted by the Security Administrator based on final clearance as required by each database.

Initials

|

To completa this form fill cut all fields in the Employee Information section (be sure to enter the correct email add: ) and P the inft jion on each of the tab or
tabs for each access type you are requesting. You will receive email notifications updating you on the status of this request.

Employee Information

Scroll down to “Reason for submitting this request” to review the purpose of this CIA Request. This is a required field.

Reason for submitti

ng this request (i.e. department transfer, additional duties, etc.)”

r\dditional duties
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Click each tab to reveal & apioyee Student Administration | | Finance| | Data Genter | | Deportment Databoses.| | Ofher | Submit

reviow Wit access s elne
req ueSted : CIA Human Resources Component CIA Security Administrator Name CIA Security Admin Authorization
[FOSITION MANAGEMENT ]E! ANABEL ESCAMILLA :l

[] Authorize
Ensure all

appropriate

information i

filled out.

Master Pay Warrant Authorization Department ID Look Up (List IDs used to certify pay warrants) @

. j HR Department ID Look Up (List IDs used for Absence Management Access, Hire, Rehire, View, etc.) m
Review this
information for Additional Human Resources Information
= =

the security {nctesny
administrator | |

infarmaticn)

Click through all the tabs to ensure you haven’t overlooked an access request.

Employee  Human Resources  Student Administration  Finance  Data Center  Department Databases omor o

Be sure you've documented your access request on one or more of the previous tabs before submitting this form.
Submit

Save this form after reviewing and

modifying the request by clicking:
(1) “Submit” tab

(2) “Submit” button

| 4 Previous Results P Next Results ﬂ'Oplions |

. “ ) . EMPLID (18) Last Name First Name CIA Employee Aut...
Click the “Authorize” button. You will 00 CARRALS T
be asked to verify your approval which 000058252 CARRIZALES 4/30/2015
200050050 CARRIZALES 4/30/2015
you can click “yes” or “no” 5o
. eny

Click the “Remove” button to

CIA Student p __ CIA Security Administrator Name CIA Security Admin remove an area from the CIA
[RCADEMIC SCHEDULING =] [KiM NICHOLL Iit]

: Request and allow the rest of
] Authorize

CIA Student Admiristrati CIA Security Admin Authorization the CIA Request to move
[ADMISSIONS INQUIRY L

through the workflow

process.

Do not click the “Authorize” button.
This is for Security Administrator use only.
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