OnBase Workflow Guide — CIA Request Form Updated: September 3, 2015

MPP Approval with Email Notification

An email from “DoNotReply@csusb.edu” will announce the submission of CIA Request form ready for your
review and approval.

COPY the enclosed email link and paste into an Internet Explorer (IE) browser window. (OnBase Workflow
works best with IE.) The link takes you into OnBase Workflow where you can review, edit, and authorize the
CIA request.
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CHECK EACH TAB

Click each tab (Human Resources, Student Administration, etc.) to thoroughly review the request.
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EDIT AREAS REQUESTED

Click “Add” to include
other areas on this
request.
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AUTHORIZE THE REQUEST

Select “Authorize” to approve the CIA Request.

Click “Remove” to
eliminate an area
but allows the
balance of the CIA
Request to move
forward.
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Be sure you autherized each specific access request assigned to you on the previous tabs by checking "authorize" before authorizing/denying the

nted our access request on one or more of the previous tabs before submitting this form.

Select “Deny” to remove the entire CIA Request from the workflow queue.

Click “Submit” to finalize this decision.

After MPP Authorization the CIA Request will proceed to the Security Administrator.

Contact the Information Security and Emerging Technologies office with any questions at x77262.



