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View a Security Request Form:

To view a security form for an employee or affiliate, log into LOUIE HR and click on the
Manager/Department Dashboard.
LOUIE HR link: https://hr.peoplesoft.nau.edu/
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Click on the Mnage eForms Tile.
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Select ePASS Evaluation Home Page - Depending on what type of form you would like to view
(request or revoke), select — ‘View Security Request Forms’ or 'View Security Revocation Forms'

‘ < Manager/Department Dashboard NAU Manage eForms

ePAR Home Page

ePASS Evaluation Home Page
Position Management Home Page

J@Q Initiate a Security Request Form

- Initiate a form to request PeopleSoft security for an employee or affiliate

4 Evaluate Security Request Form
E -~ = Approve, Recycle or Deny a PeopleSoft security request form

IS Update a Security Request Form
J =", Update a PeopleSoft security request form that has been placed on hold or
e returned for changes

View Security Request Forms -«ff—————
; =% \iew PeopleSoft security request forms

Pel E Initiate Security Revocation Form
Initiate a Security Revocation Form for an employee or affiliate

- View Security Revocation FOIMS ff——
- - 7 View PeopleSoft security revocation forms

ePAR Analytics

ePASS Evaluation Home Page

Report of Injury Home Page

A search menu will open to allow you to search for ePASS forms.
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View a Security Form

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

eForm D |WI|
Workflow Form Status:| = v | | w
Oprid: (begins with ~ |
Empl ID: [ begins with v |
First Mame: |W|
Last Name: |W|

D Case Sensitive

=]
Search Clear |Basic Search 27 Save Search Criteria

Enter any information you have that will narrow the search. If you leave all the fields blank,
you’ll see all forms available for you to view.

Once you enter information and hit search, a list of all forms meeting your search criteria will
appear and you can select the one that is appropriate.

Search Results

Wiew All First IIl 1-5of 5 m Last
eForm ID Workflow Form tu; EmplID HName First Hame Last Hame
62807 |Executed 1234567 Jane Doe JAME DOE
62810 |Par Apprv 1234567 Jane Doe JAME DOE
62809 |OnHold 1234567 Jane Doe JAME DOE

Click on the form you want to view and it will open in read only mode. (The example below is an
ePASS request form. An ePASS revoke form will look slightly different.)
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Any items being requested/changed/revoked on a form will be highlight in yellow.

View Role Security Form

Step 1 of 4 View Role Security

User ID: jd12 Doe,Jane
Email: Jane Doe@nau.edu

Employee ID 1234567

Instructions for Reguesting Administrative Access to LOUIE. HR and PS Financials.

NAU Data Access Policy

FERFPATutorial
FERPA Completed  04/15/2013 eFormID: 121508
onalize | Find | BV | # Frst B 1071 10 Last
Selected Department Department Description Position Number Position Description Status
1 11320 Graduate College 00002527 Administrative Assistant Active

Please give a brief explanation ofthe business requirement for the access being requested.

Business Need | Access to view ePARs far the Graduate College

Row Security Permission List DP11320
Primary Permiss ion List PPSFGCO0
Granted Roles

Role Hame Reguested Action Approval
1 NAU_HR ePAR \iewer Grant ]
2 NAU_SF Cther Departments Unchanged =
3 NAU_SR Academic Advisor Unchanged =2

System Roles Personalze | Find] ¥ | ¥ First Kl 16016
Role Name
1 MAU_LS Advisor
2 NAU_LS Completed FERPA
3 NAU_LSEmployee Role
4 MAU_LS Environmental Alerts
5 NAU_LSHR ROA Initiator
6 NAU_LS ePASS Initiator

Personalize | Find| # | # First £ 13073 1 Last

Continue through the form clicking ‘Next’ to get to the Form Comments screen.
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Step 2 of 4 Form Comments

UserID: jd12 Doe Jane

Email: Jane.Doe@nau.edu )
e NAU Data Access Policy

Instructions for Reque sting Administrative Access to LOUIE. HR and PS Financials.

Message Text Description Message Comment
i}

; —

| << Previous {I[ Mext == D
— "
- Cancel

Comment History:

**8mith John F
**Tue, Jul 114, 03:46:20PM

As requested, training completed
06/30/M14.

Comments are display on this page and, on the revoke form, attachments can be opened.

Continue through the form clicking ‘Next’ to get to the Form History screen.

Next Approving RoleName; MAU_LS Employee Role ——=» Who can work this form?

rt,

1: 4 NAU_SC 5: NAU_SC &: Integraticn T: System
Phalan,Kathleen ePASS EC Data Stewsard Broker
Deanne (kdp27) Approver
{1 minute)
Iransaction Log
Current DateTime  Role Hame User D User Description Form Action ?t::::bw SER
03/18/2013 MALU_LS Employee Phalan Kathleen
T 4-16:28PM Role kdp27 Deanne Hold On Hold
03.:'1 9/2013 NAU_LS Employee Phalan,Kathleen . .
4 17-47E1 Role kdp27 Deanne Resubmit Pending

Who can work this form? Click to see a list of those who are authorized to take the next action

(if any) on the form. It will also provide an active link to their email address.

Process Visualizer: This will show where the form currently is in the approval process. The
green check marks are completed steps. The blue outlined step is where the form currently is in
processing. The green, wavy arrow indicates that this step in the process is being skipped
because it is not required for your security request. The grayed out items are steps that still

need to happen.

Transaction Log: This will provide details of who has taken different actions on the form

throughout the process.
Cancel: Click to go to the ePASS Evaluation Home Page.
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