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Use this procedure to request access to PeopleSoft for yourself. 
 

1. Open a web browser and go to 
https://www.asu.edu/go/oasis/AddSecurityRequest/  

2. If necessary, login with your ASURITE ID and password. 

3. Type in your ASURITE ID, click Continue. 

 
Note: The reason to enter your ASURITE ID again is that you can enter anyone’s 
ID here.  This means you can request access for other employees.  
 

4. Type in the purpose for your request.  Type in your Supervisor’s ASURITE ID 
and click on Continue. 

 
Notes:  In the purpose field, give as much info as you can.  Include your 
department and/or college.  
If you don’t know your supervisor’s ID, use the magnifying glass to look it up.  
Type your supervisor’s last name in the name field and click on Search.  
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5. Click on Add Roles 

 
Note:  The list of roles you already have are listed below the Add Roles button. 
Click on any role name to see training requirements and description.  
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6. Find the role(s) you want and click on the check box in front of the role.  

 
Notes: The roles are grouped by type.  These groups are listed alphabetically in 
boxes.  Inside each box, the roles are listed alphabetically in each box. 
Click on a role name to see its description and training requirements. 
 

7. Scroll to the bottom and click Save and Return. 

 
 

8. Scroll to the bottom again and click on Save and Submit.  
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9. Any time you are given access, you must agree to abide by the policies of the 
University that govern the use of the system.  Read through the statements, and 
then click the I Agree button. 

 

10. Click on Return.  

 
Notes:  Be aware that although the system triggers emails, a persons email 
security settings may prevent delivery to ones email In basket. 
  
This is what will happen next:  
Your supervisor will approve your request.   
The OASIS Data Trustee will approve the access.  
The OASIS security analyst will finish the process and grant you access pending 
fulfillment of required training..  
You and your supervisor will receive email notification that your access has been 
granted. It is advisable to not depend solely on these emails as your email 
security setting may preclude delivery 
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You can check the progress of your request at this URL: 
https://www.asu.edu/go/oasis/ManageSecurityRequest/  

Request Status Description 

 Proposed 
 
 
Withdrawn 
 
 
 
Initiated 
 
 
 
Approved – Supervisor  
 
 
Approved – User  
 
 
Approved - User/Reviewer: 
 
Approved - Data Trustee  
 
Processed  
 

Request was started but never submitted.  
To continue it, login as if you want to start a new 
request. 
 
Request was withdrawn, usually with an accompanying 
comment to explain why 
 
Awaiting approval by the supervisor 
 (Let your supervisor know your request is ready for 
them to approve) 
 
Awaiting acknowledgement/approval from you (the end 
user). 
 
Awaiting approval by the Reviewer for Student Records 
or Data Trustee(s) from other units. 
 
Awaiting approval by the appropriate Data Trustee(s) 
 
Awaiting approval by the Security Team  
 
Request completed 

 


