
1 Last updated 3/12/18 cb 

CMS Account Request – for Class Climate End User Access 

Log in to the Portal and access the 
Technical Service Request program from 
the Single Click Links section.  

Click the New CMS Account Request tab.  
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Step 1 of 2 

Complete the required asterisked (* and **) fields: 
• Click radio button for Request Type Add/Change/Remove (partial) current security
• Enter Summary “Grant access to Class Climate”
• Enter your User ID and click Lookup Recipient button
• Enter Dept Head User ID and click Lookup Approver button
• Click Proceed to Step-2 button
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Step 2 of 2 

• Click the radio button for CMS PeopleSoft Human Resources
• From the Dept ID access drop-down menu select No change in department access
• Click the radio button for Human Resources and Academic Personnel
• From the Recipient’s position Dept. type select Academic Department
• From the Recipient’s position role/responsibilities drop-down menu select Primary Employment

Specialist-Acad.
• “Check” the box to ADD the SLO_AP_EUCLASS_CLIMATE role.
• Click Submit for Approval button

An email notification will be sent to the Approver with instructions and link to approve request.  Once 
the request is approved a task will be created for the HR/AP Security team. 

If you have any questions or issues opening the ticket feel free to contact Chris Blackburn at x5281, 
Amanda Duda at x2829 or Jen Myers at x6569. 
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