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People @ Columbia Security Application - Manager Approval Process

All PAC security requests must be approved by the manager of the applicant. If you are listed as the manager on
a PAC security request, you will receive an email notification instructing you to log into ServiceNow and
approve, recycle or reject the application.

To... Manager listed in section 1.1
'4_ : Ce
Send
Bee
Subjed: Manager Approval Request Pending RITMOODD000 - People at Columbia [PAC) Security Applications
&
Hello| ]
You are receiving this email because you have been listed as the manager to approve the following Request:
RITMO048901 - People at Columbia (PAC) Security Applications
Opened By: vam2001 - Virginia Kaplan =
To view the security application, either follow the "Click here to view the Request” LINK at the bottom of this email, or the ServiceMow link here, and
then click on "My Approvals” in the left-hand menu. From there you can review the request by clicking on the request number {e.g. RITM0000000).
Once you have reviewed the requested roles, click on the back arrow on the top of the form next to the application name. To approve, reject, or
return for edit, dick on the "Requested” link in the State column. A page will open that will allow you to approve, reject, or return the application for
edit. You can also enter comments in the comments section on this screen.
If you approve the application, it will be sent to the DAF Administrator listed for his/her review and approval.
If changes need to be made to the application, enter comments to the applicant and then click on "Return for Edit.” This will send the application back
to the applicant to make your requested updates.
You may also use the links below to approve, reject or return for edit by email. If rejecting or returning for edit by email, please include a reason
within the body of the reply. g
Click here to view the Request: LINK
Click here to Approve RITM0048901
Click here to Reject RITM0048901
Click here to Return application for edit R.[TM‘;LJJSQDI
Steps to Review and Approve a PAC Security Application
1 Log into ServiceNow using the link provided in the email.
2 In the left-hand menu of ServiceNow b4 ® = | Approvals Goto  Aoproval for v
you will see a “My Approvals” link. Selt Service < T w05 b e
W Homepage =t =— o e =
. . . . i Senice Catalog g Al>Aoprover = td2248
3 From the hSt Of SeCurlty apphcatlons rc’lr_ET:I:JE:':MKHnI ] & (= State () Approval for ¥ (= Short description (=) Created By (=) Assig
gl . My Incident
awaltlng your approvall Clle on the My Senice Requests 3 People at Columbia
RITM number to review the application. My msping Gt D pugesag [0z | b e
The Short Description column provides - T
you with a description of the item. Byice e ) O Roqestey RIMONEREE b bl
. . . “" ”o1: HR Incidents
Note: Clicking on the “Requested” link === ) st Sl
in the State column brings up the Al 6 Approved - RITM0045863 :pi?]c Secnty 492026
. . Create New .
approval/recycle/rejection page T i People at Columbia
directly without 15t viewing the Assignad To My Group (@ Approved  RITMODA8858 (PAC) Security 492926
Open Applications
Open - Unassigned People at Columbia h
Resolved @ peasestes  ROMO04EEST {PAC) Security 2926
Closed Bequested Applications
HE Ta=k




&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK People @ Columbia (PAC) Security Handbook
application.
4 Once you click qn t}}e RITM nu.mber, a < N P
copy of the application form will open
for your review. Once you are done Number Opensd
reviewing the request form, click on the RITM0048857 2016-01-25 143248
back arrow in the upper left corner of
[tem Updated
the request to return to your approval
menu People at Columbia (PAC) Security . 2016-01-25 14:32:51
Request Updated By

5 From the approval menu, click on the
“Requested” link next to the application :
you have just reviewed. An approval
screen will open.

@

) (x) State (@ Approval for v (@) Short description

e

People at Columbia

0] Reuested | RIM0048887 (PAC) Security
Dequesec Applications
To approve the request click on
“Approve”.
To recycle the request back to the { | = Approval - RITM0048887 /3,

“Return for Edit”. Please remember to

& N
applicant to make changes, click on pdste || Save

include comments on recycled requests Approver Created By .
so that the applicant knows what roles td2248 @ dI2532
need to be updated.
State Approval for
. . . o
To reject the request click on “Reject”. Requested RITWI0048687 ©

6 Once you click “Approve”, the application will be removed from your “My Approvals” queue, and sent to the
DAF administrator for his/her review and approval.
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