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1. When trying to create a new report within WebFocus and you are unable to see the Student, or Finance, or Research folders on the left, then you may not have access to this data within ODS. 

[image: ]

2. Submit an ODS Data Access Request using https://aar.is.colostate.edu/. Under Application Systems click on Data Access Request. If you do not see the link for Data Access Request, click on Application Systems to expand the list of links.
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3. Login using your EID and network password.
[image: ]
4. Select Login As  Requestor and you will see a screen of the data organized by functional areas of Student, HR, Finance, etc. This next screen shot shows that this person has access to Student Data, and can request data from Human Resources, Financial Data, Accounts Receivable, etc.
[image: ]
5. Select the data that you will need access to. This will route to both your immediate supervisor and then to your Data Steward for approvals.
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Administrative Applications and Resources

» System Updates
Welcome to AAR

AAR is designed to provide links to the administrative applications supported by the Information Systems Department.

All available applications are accessed using the region on the right side of the page (side menu). Click the pointer next to
each section to reveal additional choices. The categories at the top of the page are to provide access to additional
resources.

The "Help Request or Feedback" link under the Support submenu can be used to communicate questions, suggestions or
issues regarding the administrative applications supported by Information Systems in addition to any general Information
Systems related questions, suggestions or issues. The Help Desk is monitored from 7:00 - 16:30 Mon-Fri by phone at 970-491-
1375 or email at is_support_-_scheduling@mail.colostate.edu. We welcome your comments.

You may access the AAR page from the CSU A-Z Web Directory. To create AAR as a Favorite (Bookmark) for access from on
campus, use this page.

When accessing the AAR web page from off campus, please use the URL https://secure.colostate.edu and select the AAR
menu item.
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DATA Access REQUEST - HomE

“This application replaces the previous paper form process that had to be manually routed to obtain access to University data in the ODS. The Data
Access Request application is for CSU employees to request access to the following ODS data.

. Student Data
. Human Resources Data
nancial Data

. Accounts Receivable
General Directory
Research Data

. Facilities Data

. CSU Foundation Data

. Graduate Student Data

NS

Roles
Under the "Login As" menu item there are three roles you can choose from as described here:
“Requester” - used by an employee to make a request for access to one or more of the data areas.
“Supervisor” - used by an employee’s supervisor to provide the first level of approval or to deny each
“Data Steward” - used by 3 department data steward to grant access to data requested by an employee.

As an action is taken on each request, an automated e-mail notification will be sent to the appropriate parties.
Supervisors and data stewards will be able to include a comment to the requester on each e-mail they initiate.

idual request the employee has made.

All requesters need to accept the user agreement the first time they use this application.
Requests for access to any type of student data will also require the acceptance of the FERPA agreement.
‘The User Agresment and the FERPA Agreement need only be accepted once each.

Once 3 request is approved by a supervisor and granted by the department data steward, the requestor will have access to all related information for
their department, not just for themselves. For example, if you are trying to see your own personal HR information, this is NOT the correct application.
‘That information can be viewed from the "Human Resources” menu item in the Administrative Applications and Resources (AAR) page.

Notes
‘The Supervisor information is obtained from HR records. The Data Steward information is updated in this application each year. If either of these items
s ot correct, this process may give an error message. If this occurs, follow the instructions on the error message to resolve the issue.

Detailed instructions on use of this application can be found in the "About” menu item.
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Access RequesT
AVAILABLE REQUESTS:

Please, choose which role(s) you want from the options below by clicking the checkbox next to the role(s) and then click Submit button.

Role ID Role Name Oracle Name
Human Resources HR_DEPT_LEVEL_ACCESS
ancial Data FINANCIAL_REPORTING
Accounts Receivable ARIES_AR_DEPT
General Directory WEID_QUERY
Research Data RESEARCH_DATA_DEPT
Facilities Data FACILITIES_REPORTING

CSU Foundation Data CSU_FOUNDATION_REPORTING
Graduate Student Data ARIES_GRAD_DEPT

Walker, John





