Quick Start Guide to

Filling out the Security Application Form

1.  Go to the Security Application main menu and login using your Enterprise ID:
https://webprod.admin.uillinois.edu/secapp/ui_security_application.jsp


2.  Click on ‘Initiate Request’.
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3.  Select the campus and College/Department info via the drop-down boxes.  This information relates to the USC making the request, NOT the account owner.  The information given here does not affect the access given to the user.
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4.  Key in either the Enterprise ID or the UIN of the user for whom you are requesting access, then click on ‘Retrieve’.

(Clicking retrieve populates the form with user info & adds a continue button to the form.) 
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5.  After verifying that they are true, click on each of the boxes under the heading ‘Important: The following information is required by USC’.  The first 2 boxes are required.  The 3rd is optional because there are accesses not related to UI-Integrate in the Security Application.

	Important: The following information is required by USC 
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	Yes, the Account Owner will be required to read and sign an Information Security Compliance Form prior to using the account. The signed form will be kept on file in our department. 
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	I have reviewed and updated all Security Collection Information requested herein. I have shared and received approval from my Campus Unit Head, or his/her designee to provide this information to AITS Security and/or the authorizers. 
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	Account Owners must receive training before using any portion of the UI-Integrate system. If requesting access to the UI-Integrate system, please acknowledge that the Account Owner has received the appropriate training by selecting the checkbox. 


6.  Fill in all information marked with an *.  
Replace any information that is not correct.  All fields can be revised except the first and last name fields.  

7.  Select yes or no for “Does Account Owner require access to data across ALL campuses? “ [image: image7.wmf]

No


Default is ‘no’.

8.  Change “Employment Status” if applicable.
Default is U of I Employee.
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9a.  If all access is to be terminated, click on the box labeled TERMINATED or TRANSFER EMPLOYEES & click on ‘Continue’.  This is the end of the form.

	[image: image9.wmf]
	TERMINATED or TRANSFER EMPLOYEES: If this Account Owner is no longer a University employee or has transferred into another department, and departmental access to the UI-Integrate System needs to be removed, please select this checkbox. You will be notified when access for this account owner has been removed. 
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9b.  If access is to be added, click on ‘Accept’.
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10.  Select access. The USC has the ability to request Add, Delete or Update of a given profile. Most profiles work like switches, with Add granting access and Delete removing it. To get information about what function or access a specific profile provides, double click on the name for a description.  An Account Owner’s current access will be indicated by a check mark in the Current Access column of each granted Profile.
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11.  Click the Save button before proceeding to another screen.


[image: image13.png]



12.  When all access has been requested, select ‘View Request Summary’.
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13.  To submit the request form, click on ‘Submit’.
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