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Obtaining Security to Access PeopleSoft SA/HR Records

You need a UserID and password to log in to PeopleSoft. To apply for your UserID and
password, go to the Applications Security web page at
http://www.uakron.edu/computer-operations/security/index.dot

and follow the instructions in this lesson. Any new employee, current employee that
needs additional access, or any employee that has transferred to a new department
must complete one or more online security forms.

This web page also contains information about the approval process, password
guidelines and instructions for changing your password.

For questions about the granting or changing of security, you may contact the Support
Desk at x6888 or send e-mail to pssecurity@uakron.edu. If you cannot remember your
PeopleSoft ID or password or have problems with your password, please contact the
Support Desk at x6888 for assistance.

Applying for Security

Steps

1. To apply for your UserID and password, go to the security web site at:
http://www.uakron.edu/computer-operations/security/index.dot
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s, read the general information listed below and then fill out the appropriate

if you have any questions.

General Information

Security Request Forms

Additional Links
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Steps

2.

Print out the three (3) or four (4) forms that require your signature and may require
the signature of your supervisor, as well.

You must sigh The Code of Responsibility and the FERPA forms and request
access to records on either or both of the other two forms.

e The Code of Responsibility

THE UNIVERSITY OF AKRON - OFFICE OF THE REGISTRAR

CODE OF RESPONSIBILITY FOR SECURITY AND CONFIDENTIALITY OF
RECORDS AND/OR DATA FILES

Security end confidentiality are matters of co:

the performance of my job

For Registmar's Office employees, violation of this code may lead to & reprimend, suspension, or dismissal
consistent with the general personnel, smdent disciplinary, or ofher pertinent policies of the University.

I have received a copy of, have read, do understand, and will comply with The University of Akron
Registrar’s Office Code of ¥ for Security and € ey of Records and/or Data

Files.

Signature Date
Print Your Name

Print Your Deparment

Department Zip/Phone !

e FERPA Reminder for New Users
e Student Records Security Access Form
e Human Resource Records Security Access Form.

The completed forms should be sent by campus mail to the Security Administrator
at +3501., From there, the access form will be forwarded to the appropriate
PeopleSoft Module Lead in the business offices (Registrar, Admissions, Student
Financials, etc.) The Module Lead in that business office MUST approve your
access.

After your security has been approved, you will receive an e-mail to notify you that
your ID and password are assigned and to contact the Support Desk at x6888 to
receive your password.
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@Note: If you transfer to a new department and still need PeopleSoft

™

access, you will need to obtain a new password and possibly a new ID; your security
does not transfer to the new department with you.
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