
Employee and their 
Manager

Verify completion of the 
Campus Confidentially 

Form

Complete the ARF and 
forward it to Business 

Information Services in 
SBS 325.

Functional Security Coordinator

1.  Audit the ARF to ensure it’s completion. This includes manager’s 
signature verification via P.A.S.S.

2. Verify employee has a Campus Confidentiality form on file.
3. Review the security matrix identifying any existing accounts.

4. Assign user to the training path automatically notifying them of possible 
training opportunities.

5. Scan the ARF, saving it to the central ‘00_ARF’ folder.
6. Electronically distribute .pdf to the ‘ps_security’ mail serve.

7. After all steps have been completed, sign the A.R.F. and pass it to 
Technical Security Administrator.

Access Request Form Business Process

Access Request Form (ARF)

http://www.humboldt.edu/~bis

Technical Security Administrator

1.  Create / update user account / permissions 
within the appropriate system.

2. Update security matrix
3. Update mail serves (psfininfo, pshrinfo, 

pssainfo, pstech, ect.). This will automatically 
notify the end‐user
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