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The following instructions will guide you to obtain the base level access that we recommend for 
Graduate Support Staff across ASU.  You may not need all of these access roles or you may need more 
based on your job description and duties.  
 
PeopleSoft Access 
In order to gain access to PeopleSoft roles, you will need to submit a request online and complete 
training for each role you have requested.  To request access: 
 

1. Login to your MyASU  
2. In the black band, click on “Staff” or “Faculty.” 

 

 
 
 
 

3. In the black band, click on “Service.” 
 

 
 
 
 

4. Click on “Access Requests.” 
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5. On the left, under “Categories,” click on the + to the left of “Security” if the drop down does not 
open automatically. 

 

 
 

6. Click on the + to the left of “Identity and Access Management” if the drop down does not open 
automatically. 

 

 
 

7. Click on “PeopleSoft Security.” 
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8. Click on “PeopleSoft – Submit a Role Request.” 
 

 
 

This window may also show up as follows:  
 

 
 
Note: to check the status of your request after it has been submitted, click on the “PeopleSoft – 
Status of Role Request.” 

 
9. Enter the End-User’s UserID and click on “Continue.” 

 The end userID is your ASUrite id. 
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10. Enter the Purpose for the Access Request, your supervisor’s userID (ASUrite ID) and click on 

“Continue.” 
 The purpose should briefly explain why you need the access you are requesting.   

o Example: I’ve assumed a role as an advisor. This requires me to; approve iPOS’s, edit 
supplemental apps. 

 

 
 

11. Click on “Add Roles”  
 

 
 

12. The available security roles are listed in application areas. Search for the roles listed below and 
check the box to the left of the role. When requesting some roles, you will be required to enter the 
Academic Plan Codes you will be working with. If you do not know what those are or where to 
obtain them, please contact the Graduate College at 965 3521 and ask for your Graduate Support 
Coordinator. 

 
Under the heading Student Administration (SA) and Admissions (AA) 
 

• Acad Unit Read Only 
• Acad Unit Supervisor (edit access) 

 
Under the heading Student Administration (SA) and Admissions (AD) 
 

• Dept Staff GR Admissions Vw 
• Dept Supv Gr Admissions Vw (edit access) 

 
• Supplemental App Acad Unit Vw 
• Supplemental App Acad Unit Gen (edit access) 

 
Under the Heading Student Administration (SA) and (SR) 
 

• SR Standard Pages View – ASU_SA_SR Standard student pages 
 
 

13. Scroll to the bottom of the screen and click on “Save and Return.” 
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14. Read the agreement and click on “Save and Submit.” 
15. Click on “Return.” 

 
Notes:  
 You may have to request additional roles that require approval outside the Graduate College. 

Your Academic Unit should give you guidance regarding these roles. 
 Many of the pages you will access in PeopleSoft have pop-up windows. It is highly 

recommended that you list PeopleSoft as a trusted site and that you unblock all pop-ups in 
PeopleSoft. 

 
Other Access Roles to request outside of PeopleSoft 

 
1. ApplicationXtender (AppXtender/WebXtender) – Provides you with access to download and 

print documents from student’s applications and files.  
a. Go to http://forms.asu.edu 
b. If you are not signed in, you will have to sign in with your ASURITE ID and Password.  
c. Click on “ApplicationXtender Access (Document Management Software, also known as 

WebXtender)” 
 

 
d. Click on “ApplicationXtender Access for Graduate College, including Graduate Admissions 

and Plan of Study.” 
 

http://forms.asu.edu/
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e. Fill out the purpose of your request to have access and your supervisor’s ASUrite ID. 

Explain why you need access to ApplicationXtender. For example, “I need to review 
applications, test scores, transcripts, letters or recommendation and resumes. 

 
 
 

f. Click on “Submit.” 
 

NOTE: To access the images stored in the AppXtender/WebXtender you will need to install 
Active X control on your computer. This may require that your departmental IT support install 
the program depending on your level of access to your computer. 
 
 

2. Analytics - This tool is used to run reports and track current student progress. 
a. Click on this URL: Analytics Access 

https://asu.service-now.com/sp?id=sc_cat_item&sys_id=270199552b647100e03318d119da15a7&sysparm_category=ad159a9f1390774075e9b4a76144b0a9
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b. Enter the information as shown below.    

                       

 
c. Once the access request has been submitted, please allow 7 business days for processing, as 

the access request requires several levels of approval before access can be granted. 

 

 

 

 
 


