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                   Deletion Request Process - FN 
 
The Manager would login to the appropriate PeopleSoft Database and navigate as follows: 
 
Agency Security  Manager Security Request 

 
                                                                  
From the Manager Security Request Panel Click on the Add a New Value Tab 
 
 
 
 
 



2 
 

 
 
Following Panel will appear and requires the appropriate BU # 
 
Enter the BU # in this example 41500 and click on the Add Button 
 
 
 

 
 
 
This will always invoke a draft Security Request Panel 
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Notice the *Status field value will be in Draft mode and the *Action field value in Add 
 
In the User Data Section of the Panel Enter the User ID for the deletion request  and hit the enter 
key.             
 
 

 
 
 
 
The existing UserID’s Profile will be invoked and the following warning Message will appear. 
 
Please note: The User’s information is propagated into this draft panel. 
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Click on the Warning Ok button 
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At this point you’ll see that the *Status Field will remain in ‘Draft’ but the *Action field will change to 
‘Change’ 
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The Following step is not a requirement but highly recommended. 
 
The Manager at this point can click on the Comment tab for a short description regarding the deletion 
request. 
 

 
Please note some of the recommended comments for this particular request that maybe helpful for 
Auditor purposes. 
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After typing your comments click on the save button shown at the bottom of the panel  
 
After saving the comments the Manager should click on the Security Request Tab 
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At this point the Manager is ready to change the *Status Field to Manager Submitted and the *Action 
field to Delete as shown below.  
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Click on the Save button at the bottom of the panel to submit the request 
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The Following email will be produced and sent to the Agency Security officer. 
  
This email is to inform you that a Security Request has been submitted in FSCMDEV that requires your 

approval. Please log into FSCMDEV, navigate to Agency Security => Security Request and review the 

following Security Request:  

     Business Unit:    41500 

     Request ID:    0000000009 

     Request Date:    3/7/2011 

     User Name:    Eddie Hernandez 

     User Id:    TESTD415 

 

You may reject, change the status to draft and modify or submit the Security Request as is. If you reject 

the request, you will need to enter the reason on the Security Request page. If you modify the request, 

please enter the reason on the Comment page. You may also enter additional comments on the 

Comment page.  

Please do not reply to this e-mail. If you reply, you may not receive a response.  

 

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not 
the intended recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or 
other use of the contents of this email by anyone other than the intended recipient is strictly prohibited. 
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The Agency Security Officer will then login to the appropriate database. 
 
Navigation for the Security officer is as follows: 
Agency Security  Security Request 
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From the Search panel the Security Officer would fill in the values from the email as shown below 
 
Please note the Business Unit field is a required field. The search can be accomplished 
With either Request ID / User ID or both from the email. 
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The Security officer will be able to click on any of the tabs across the top for verification. 
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After the security officer verification the request would then be submit for SAO Security processing. 
Select the drop down from the *Status Field and click on Agency Submitted as shown below. 
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Click on the save button.  
 
Please note:  The Status field will change to approved and an email will be sent to SAO Security for 
Processing. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



16 
 

The following is the results of a BU search inquiry- Please note the Status Column  
 
Mgr Submitted : Pending Agency Security Approval 

Approved           : Pending SAO Security Processing 

Completed         : Request Completed by SAO Security  

 
 

 


