Instructions For Requesting Access to WESLI

If you do not currently have access to WESLI (formerly EPA LI), a request must be submitted for you to be granted access using the ASAP (Automated Security Access Process) system. http://www.fis.ncsu.edu/etss/inf_security/asap.asp Once the request has been approved and processed, you will be able to login to WESLI using your Unity userid and password. 

Steps for requesting WESLI access via ASAP are as follows:

1. A request for access (Add a Request) must be submitted by someone in your area that is an Approver in the ASAP System.  Note that you must have access to the Human Resources (HR) system before WESLI access can be granted.  If you do not know who in your area can submit ASAP requests, please call the ETSS Solutions Center (919) 513-1178.

a. The requestor will be asked to enter the Last Name or Employee ID Number of the person for whom access is being requested and then press the “Verify Employee” button.  

b. The requestor will then be asked to select the system (WESLI – EPA Salary/Legislative Increases (replaces WEB-LI)) for which access is being requested.

c. A screen will then be returned for the requestor to select a User Type (select School/Department User) and enter the OUCs for which access is needed.  

i. You may enter/select either 2 digit OUCs or 4 digit OUCs.  If you press the “Get OUC” button a Department OUC Listing Screen will be returned to help in your search.  (Example: entering 16 in the department search box would return a list of all 4 digit OUCs within College 16 and the choice of the 2 digit OUC)  You may then select the appropriate OUC from this list.  Note:  Only one OUC may be selected from the search results at a time.  However, this search may be repeated multiple times to select multiple 4 digit OUCs.  Specific OUCs may also be entered into the panel without using the search function.  

ii.  A comment box is also provided for the requestor to add any pertinent comments.  

iii. Press the Submit button.  

2. The ASAP request will automatically be sent to the appropriate approving authorities.  The request will be routed to the DVC for each College/unit, for which access is being requested, for approval. If multiple 4 digit OUCs are requested within the same 2 digit OUC, the DVC for the 2 digit OUC will be requested to approve the request.  (Ex. Requests for access to 1102, 1103, and 1104 would only require approval from the DVC for college 11 before being passed to the WESLI Data Steward for final approval).

3. Once the appropriate approving authorities have approved the request, the request will be routed to the Data Steward for the WESLI System (Millie Britt).  Once the Data Steward approves the request the person who submitted the request would receive an email notifying them that the request has been completed and asking them to notify the new user that access has been granted.

NOTE:

1. Before an ASAP request can be submitted for an employee:

a. The employee must:

i. Be in the North Carolina State University Payroll System with either a pay or no pay assignment.  If you are not in the Payroll System then contact your supervisor for assistance. 

ii. Have a signed Information Security Acknowledgment form on file.  The form is available at: (http://www.fis.ncsu.edu/appendices/comply.pdf).  You may fax the completed form to (919) 513-1407 or mail it to: 

ETSS Security

Campus Box 7209

2620 Hillsborough Street, Room B-21

Raleigh, NC 27695-7209

2. Requests to revoke user access are handled via the same process with the following differences:

a. When you get to step 1.c above, instead of entering OUCs to request access, select YES for “Revoke this employee’s WESLI access?” and enter any pertinent comments.  Requests for user access to be revoked will be routed through the same approval hierarchy as request for access.

3. If you have questions about this process, please contact the ETSS Solutions Center at (919) 513-1178.  If you have questions about your Unity userid and password, please contact the ITD Help Desk at (919) 515-3035.  If you have any questions about your Security Access within WESLI after the ASAP request has been completed and approved, please contact Millie Britt in the Budget Office at 515-6458.
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