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State agencies now have the ability to provide temp access to employee’s as well as their
contractors. Below is an example on how the Security Request Tab Looks.
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The manager/Agency Security Officer would log in to the appropriate PeopleSoft database and
go thru the new add/change process as usual

When the Security Request is pulled up enter the Contractor ID information.
e The Action field value is Add.

e The Status field is in the Draft mode.

e The Request Type field is Contractor.

e The Temporary button will automatically be selected

e The manager’s/Agency Security officer User ID, name, and phone number is also
displayed in the Enter By field.

e The Access Type for Contractor IDs will be Temporary and enter the Expiration Date.
This field is required.
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e The User ID is the valid Letter ID. Then you would fill in the rest of the request as you
would with a new hire.
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Note: if you’re entering a change temp request for a reqular employee that already has
access and you want to give them temporary access to an activity simply select the
Temporary button and enter an Expiration Date. If you need to enter another change
before the expiration date expires you will get a message on the screen giving you the
option to select which request Permanent or temporary you are make the change to. See
example below.
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After making your selection you can then proceed with the security activity additions as
usual.
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