
ELEVATED ACCESS REQUEST JOB AID
Adding Supervisor to an Access RequestThis Job Aid assists Members and Supervisors in 

executing an elevated access request through 
the Access Request tile. Elevated access requests 
set security parameters that define what a user 
can do with categories and subcategories within 
those unique roles.

Supervisors now 
have the ability to 
be an integral part of the access request process. 
This capability allows Supervisors to verify roles 
and access prior to a Validator’s approval. 
Essentially allowing Supervisors transparency 
and oversight of their units’ personnel access 
and roles. 

Members will now be required to insert their 
Supervisor into the workflow. This allows for 
Supervisors to verify Enterprise Learning 
Management (ELM) and Segregation of Duties 
(SOD) prior to the request being processed by 
the Validator.

1. Select the Access Request tile

2. Screen displays Access Request 
Dashboard; Select New Access Request

3. Select ‘+’ to insert new row

4. Select magnifying glass to search for 
Category and Subcategory

NOTE: See IPPS-A User Manual 
for more information.

Navigation: Self Service >
Access Request

Access Request
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5. Member selects or deselects optional roles using check boxes

6. Select magnifying glass to search for Supervisor

7. Search using EMPLID or Last Name and First Name then 
select Look Up; Select Supervisor from list

8. Member may enter Notes/Comments before selecting 
Submit
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ELEVATED ACCESS REQUEST 
JOB AID

1. Select the Access Request tile

2. Screen displays Access Request 
Dashboard; Select New Access Request

3. Select ‘+’ to insert new row

4. Select magnifying glass to search for 
Category and Subcategory

1. Supervisor will receive notification once access request 
is submitted; Select Access Request Notification

2. Screen displays Member’s Access Request; 
Supervisor performs ELM and SOD verification

3. Supervisor may enter Notes/Comments before 
submitting to S1 Pool

SUPERVISOR ACCESS REQUEST VIEW

Adding Supervisor to an Access Request CONTINUED

5. Member selects or deselects optional roles using check boxes

6. Select magnifying glass to search for Supervisor

7. Search using EMPLID or Last Name and First Name then 
select Look Up; Select Supervisor from list

8. Member may enter Notes/Comments before selecting 
Submit
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Access required to perform support tasks at BN S1
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