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The purpose of this job aid is to show
approvers on how to approve or reject
SAP user roles.

All users are encouraged to install the
Azure Virtual Desktop to access SAP.
Below are resources to install Azure.

Windows users:
https://www.lausd.org/cms/lib/CA01000
043/Centricity/Domain/1505/LAUSD%20A
VD%20user%20guide-
RDClientForWindows-v1.0.pdf

Mac users:
https://www.lausd.org/cms/lib/CA01000
043/Centricity/Domain/1505/LAUSD%20A
VD%20user%20guide-RDClientForMAC-
v1.0%20.pdf
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Access Request.

Approvers will receive an automated
email to Approve or Reject the SAP

SAP Access Request # 363409 { APPROVER NEW WORK ITEM

SAP Access Request <sapsecurityteam@lausd.net=
To @ L]
@

Retention Policy LAUSD 2 Year Deletion - Default Folders (2 years)

Dear SAP Role Approvers,

Please Approve or Reject the new workitem(s) in your work inbox.

The details are as follows:

is responsible for creating student intern positions in SAP”

Childrole-BC100 added because of role mapping to parent role BC100_0000 with Validity dates 05/

Role BC100_0000 added to request for PB1810 for action 'Retain’

Role SC100_0000 added to request for PR1910 for action 'Retain’

with validity 05/05/2018-12/31/99
with validity 06/27/2024-12/31/99
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Login to the SAP portal at
https://bts.lausd.net, using the Single
Sign-on username and password.

Business Tools for Schools

User =

Password *
* Enfer your Single Sign-On {email) username and password to Log In.

e.g. {m=smith Hedtteauz mary. smith@Hawsd-ret
Do not add domain name (@lausd k12.ca.us @lausd.net)

Account Problems? Get Support

Log On

Copyright & SAP AG. All Rights Reserved. @
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Click “Access Request”.

| |
Accounts Payable Accts Recv f Cash Mgmt

Home Financials/Budget Human Resources Access Request

Home | Universal Worklist

Upcoming Dates
[4]]
Detailed Mavigation 7]

s

* Upcoming Dates

* Help Zone

* SAP Businezs Workplace
* Time Statement The SAFP
*» Account String VWizard

* Fund/Functional Area Translator

Portal Favorites = |=|
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Click “Role Approvers”.

Owverview

[41¢] 4

Detailed Navigation 7]

Jre— GRC Requestors

* Access Hequest Form
» Access Request Status Note: Please be aware that

* Copy Access Request
= My Security Profile

Portal Favorites |f|
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Click “Role Approver”.

Home FinancialzBudget Human Rezources Access Request |

Access Request Form Role Approvers

Role Approver
[4]¥]
Detailed Mavigation [T]

s

Active Queries

* Dwverview-approvers

Workitems Al {0} Access Mana

Workitems - All

Portal Favorites E
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A list of role requests will appear under the
Workitems section. If you do not see the

request, click “Refresh” located at the
bottom left.

Rolz Approver
oI¥
Detailed Navigation =
= Active Cueries
= Trangaclions Asgned Lo Roles Workitems hlrg] Acoecs Mansgemend (0 Process Conbral (0 Fsk Management (0)
Portal Favorites =3 Vo rkitems - Al
Vi&.ff:;_[_31inda'd View] = “Brinl Wersion :| Epurl 2
™ Subject Slatus reatzd On
Approva required for access o regques] 350 [Cecsion pendng 242016 140114 1121 2MEB
Approval requirad for access role resuest 360 Ceciion pencing 1124206 182840 112112ME
SAF Access Hequ
wark itemis) waiting
YOUIr approva

7

To approve the request, click on the item.

Only one work item can be approved at a
time.

Active Quernes

Workitems AB(2} Access Management (0) Process Control (0)

Workitems - All

View: [Standard View]

™ Subject
A poroval required for access role request 359
A poroval required for acceaﬂhﬁe request 360

Version || Export .
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The request will list all roles a user has
requested.

Click "Comments nte
5 e "
g ore VOUI '—i prove or X
-'_':I,'.:.'.:' i istincation com
Roles th eady t
approve [ I g each lir L}
e i stemDetails | Comments | Attachments ~ Custom Data
o - | [Standard View] ~| | [ Simulation | Approve || Reject § Other Actions 4 | | [ Add 4 | Remove | | [ Existing Assignments || Show All Assignments | (B
et et

Approval System Assignment Description . Valid From Valid To Assignme. .. Comments . Provisio... |'*
ove * QR1910 RF703 10... SBV:0790- 1079001 -ITDB... 112172016 12/31/9999 AMASSAL .. AddCom__. Assign -
rove * QR1910 RE705 10... SBA:0790- 1079001-1TDB... 11/21/2016 12/31/9999 AMASSAL... AddCom... Assign
rove * QR1910 RF706 10... SBS:0790-1079001-1TDB... 11/2172016 12/31/9999 AMASSAL... AddCom... Assign -
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You can approve or reject the roles
separately or multiple at a time. Click on the
roles you wish to approve or reject.

.| [Standard Vi
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Click “Approve” or “Reject”.

Approve || Reject J§ Of

“[Standard View] | | | Simulation

| System Assignment Description
* QR1910 RE703 10... SBV: 0790 - 107900
* QR1910 RE705 10... SBA 0790 - 107900
* QR1910 RFE/06 10... SB5: 0790 - 107900

Go to “Comments” tab. You must enter a
comment. If the Comments field does not
display, click “Add Note”

User Access User Details Audit Log User System Details

* Notes

B EBEBISS 1) Hellw)

This is mandatory section and Approver must maintain notes/ comments,

Include your approval or rejection comments.
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Click “Submit”.

Cose | Refresh
Regquest Type Change Account Due Date 077230/

AS an approver d is requred you (o review the request ¢
Violtons®™ tab The other abs avaibie provide addtonal

Reason for Request
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You will see a confirmation message.

| Access Reqguest: 360

Submil ther Actions . ||| Close)

-N has been completed

L_E.Emﬁﬂlm[@]ﬂﬂnﬁ_mﬁ- | Ol
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Click “Close” to go back to the previous
screen.

Access Hﬂﬁ!ﬁ 42142
Sultrml Ciher ACONS 4 Refresh

Request Type Change Account Due Date 07/30/2018 Priorn

AS an approver it is reguired you 1o review the reques! contents and take 3
Violtons® tab The other tabs avahbie provide addtona nformason hat n

Reason for Regquest
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To check for any outstanding access

requests, click the “Refresh” link at the
bottom of the page.

Active Queries

Workitems Ai{Z} Access Manacerment (0] Frocess Control (0) RiskManagerent (0)
Workitems - All
View: [Standard View] || Fnt version || Export B
T Subjact Status Cragted On Due Date Created By
Approval required 1o access roe request 358 Declsion pending 212076 1407114 17121206 HRLUNA 001
A pproval required for access role request 350 Decision pending 212016 162840 117212016 KRQUNDA 001

Press "Refresh” link to
refresh S Access
Reques nd i
work item(s) with your
actions will be vanished from v

Last Refresh 11221201 6 10:24:48 P 5| Fbﬁ.ﬁh

Details For: Approval required for access role request 359
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