REQUEST
ACCESS

How to approve a request

GUIDE PURPOSE:
¢ How to approve, reject or reassign requests for access assigned to you for
managerial approval in CU Identity Manager

HOW TO APPROVE A REQUEST:

Log into CU Identity Manager.
@' University of Colorado

Boulder | Colorads Bprings | Denver Anwehuls Medical Campus

On the Home page click the Pending —

Approvals tile. o ————

My Information My Access Request Access
Re 58 for yoursslf

View your profile See what you nave aooess 1o

Pending Approvala
Take aciion o requesis

Select a pending approval by clicking on

the Title. @]J University of Colorado
Bousdor | Cotorade Springs | Demver | Anschutz Medical Campus
Actions /] A v Assignnd v @ kv "]
| T ] R -
Once in the request claim the request.
Once claimed, you can take one of three
actions: Approve, Reject, or Reassign.
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on the Request Details tab.
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Approval workflow information appears %
on the Approvals tab.

Home  Fandng Approval x| Request bor Individual: .. x

Request for Individual: for 3=CU Dept Access - Custom
» 3 Detaits @
4 Summary information

Requestia 20003 Requester  Rion Swanscn
Requesied Dale 3112018 Status  Recues! Awastng Approval
Justfication | nesd i 3ccass lo complets dutes
requined of my job. Custom department (B N
ceess tequred to nclude Sepilmests
51000 and 52000

Raguest Type  Frovision Emtkmant

. v
Request Detads | Appravals

A Histary

opans »
1[5 Manager Appemal
T & Sean Wulshimer
. Acqured WINIIAM B
2 » [§ Compus Securty Co-ardnator
4 Comments £} 4 Attachments + %
M data to display Hamo Updated By Dt Updated

Mo il 1o Splay

You have the option of entering

Comments before taking action by clicking University of Colorado
on the Create Comments button at the e | olrado Spiga | Danve | Ara sl Campss
bottom of the Approvals tab.
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user, click Approve. If you deem the

University of Colorado
access inappropriate for the user, click '

Boulder | Colorado Spring prver | Anschutz Medical Campus

If you deem the access appropriate for the @
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If you wish to delegate the approval to
another user, click on the Task Actions University of Colorado
dropdown and select Reassign..., search e e
for the user to whom you wish to transfer e '
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