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1.0 Purpose

This document is intended to be used as a job aid to help KEES Submitters to submit a new KEES user
request. A KEES submitter is an appointed DCF or KDHE employee who is responsible for submitting
new KEES user requests for a business area of a region.

After a request has been submitted, the request will go through a workflow approval process and the
request will be reviewed by the designated business approver and KEES security administrator. After it
has been approved, the system will create a new user account in the KEES system for the user.

1.1 Roles

Role De ptio

KEES User A DCF or KDHE employee who needs access to the KEES system.

KEES Submitter A DCF or KDHE employee who is responsible for submitting new KEES user request
for a region.

KEES Approver A DCF or KDHE employee who is responsible for reviewing and approving new
KEES user requests for a region.

KEES Security Administrator A security administrator who approves and manages user access.

1.2 Approval Process

When a DCF or KDHE employee require access to the KEES system, they are required to submit a
KEES user request by contacting their designated KEES Submitter for their region and business area.
The KEES Submitter will use the provided user information to submit a request using the Oracle
Identity Manager (OIM) system. When the request is submitted, OIM will send the request to the
designated KEES Approver for their region and business area.

For example, if the KEES user belongs to DCF Wichita region’s EES business area, then the approval
request will be routed to the business approver of this region and business area.

After the request is reviewed and approved by the KEES Approver of the user’s region/business area,
then OIM will route the approval request to the KEES security administrator. The KEES security
administrator will validate that the user has completed the required training and submitted the required
supporting documents. Once approved, the KEES security administrator will create the user in the
KEES system and the system will notify the user of their username and temporary password. This will
complete the KEES user request process.
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2.0 Submitting a new KEES user request

1. Steps to create a new user request in OIM

2. Log into Oracle Identity Manager (OIM) with this link: https://kees-prd.kees.ks.internal/identity/

3. If you receive the following error, ignore and click the OK button to continue to the log on

screen:

-
Message from webpage

=

The current compatibility setting is not supported, Disable
Compatibility View before running this web page.

4. You will see the Oracle Self Service Homepage:

ORALCLE Identity Self Service

Home

My Information My Access
B yOUr profle. See what you harve access o

Provisioning Tasks Pending Approvals
Take scton on kanament Take achion on fequesss.
ks assigned 1o you s 1 you o approvals

oy 8 5001, 2005, vl st i e A s et

[ R

Request Access Track Requests
fequess actess 1o yoursalr Track e status of your
o ot cimaes PENING roquists

5. Click on Manage in the top Right:

ORACLE Identity Self Service

My Information My Access

Manage your profile. See whal you hine access o
passwons s chabenge

questions

Request Access Track Requests.
Recust access for yoursed Track the status of your
of o Others. pending requests
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6. You will see the Manage page:
ORACLE Identity Soif Service

werre
Users Role:

s Organizations Administraticn Roles
g ey Nanage LS Nanage e Lait MEREgE BT
Policies
MaNage polcEs
e S T e
7. Click Users:
ORACLE 'dentity Salf Servico & m
Organizations Administraticn Roles
Nanage e Lait MEREgE BT
Policies
MaNage polcEs
e S T e
8. You will see the Users page:
ORACLE Identily Sell Service v —— m
Homer | Users x
iy Users
Search Display Mame ¥ 0, | Amvanced
Achions w View v < Create Ugen 43 Refresh Dy (o Detach
User Login Display Nama  First Name Last Name Orqanization  Telephone E-mail Identity Status  Account §1
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9. Enable advanced search parameters by clicking on the Advanced hyperlink:

ORACLE Identity Self Service
Home Users x @
4 Users
Search | Display Name v q
Actions w View w = Create +) Refresh Ev i@ Detach
User Login Display Name  First Name Last Name Organization L‘i."’m"bl"r“ E-mail Identity Status  Account S1

10. The advanced search options will be available:

ORACLE 'dentity Self Service

Home = Users x
°
pg Users

4
Match @ All Any

User Login  Starts with v
First Name = Starts with »
Last Name Starts with v
Identity Status Equals X v

E-mail Starts with ¥

Actions v View v < Create ) Refresh B¢

Start Date Equals

End Date  Equals
Display Name  Starts with

Account Status  Equals

Organization  Equals

Search Reset Save..

i’ Detach

v

ﬁ it

&

Basic Saved Search Search User v

fe
Y

v

= 3

v Q

Add Fields v  Reorder

11. As per current new user request process - Search for the user in OIM using as much

information as possible to ensure they do not have an existing account. If an account is found,

use the current change request process for requesting an account update.

12. If no account is found, click on the Create option:

ORACLE Identity Self Service

Maich & Al Any

User Login %

First Name

Last Name

Idenily Stalus  Emuss v v

E-mail Stwty with v

g

+ Retesn [F " Detach

Stnrt Date - Equale

End Date Equals

Desplay Mame  Stars with

Account Slatus  Eguals o

Organization Eouals

Search  Resst

Talanheun

Save_.  AddFllds v Reorder

awc  Saved Search  Search User v

g Sell Sesvice m

@

%

]
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13. You will see the following screen:
ORACLE dentity Salf Service & et serns m
Craate User R s v comen

4 Requestintormation

4 Bask information

Mk M

4 Arcount Satmegs

4 Account Eective Dates

14. Complete the create user form with as much information as you have for the user as per usual

process.

Form Field Description

First Name User’s first name
Middle Name User’s middle name
Last Name REQUIRED. User’s last name

Organization

REQUIRED. Select the region and business area that the user
is assigned to. (Hint: Click on the magnifying glass next to the
field to select from a list of allowed organizations.)

User Type REQUIRED. Select the user's employment status. (Hint: Use
the drop down to see a list of valid user types.)

Display Name Display name for the user such as First Name Last Name.

Description This is a free form field to allow you to enter additional

information that may be useful for the business approver or
security administrator.

Employee Number

Employee number to allow the approver or security administrator
to lookup the user.

Email

REQUIRED. User's email address.

Mobile

User’s mobile phone number for contact purposes.
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Telephone Number User’s telephone number for contact purposes.
Title User’s job title
Start Date Planned date that the user needs access to the system. This is

not a required field.

NOTE: If this field is populated, the user ID will be not be active
until that date.

End Date Planned end date, if available, to terminate the user’s access to
the system. This is not a required field.

KEES Security Group REQUIRED. Security group that is requested for this user. This
is used to indicate the desired security group. The security
group will be approved and assigned by the KEES security
administrator.

16. When all the information is entered click the Submit button:

M Self Service

ORACLE Identity Self Service .

Home  Users yx | Create User x EE

Create User w Save As... ¥ | Cancel

4 Request Information

17. Make note of the task ID Number, this will help us locate any task in OIM if there is an issue with
the submission process. Close the user search page by clicking the ‘x’ or continue creating
requests using the process outlined above:

" |dentity Self Service
¥ Request 5026 las submitted for appraval
r

Home Usel' B

i Users

A Basic Saved Search SearchUser v
Match ® Al Any

User Login  Starts with v Start Date Equals v i
First Name Staris with v End Date Equals v iy
Last Name Starts with v Display Name Starts with T

Identity Status Enial . ] L ] Account Status  Eonal x L ]

If you need assistance with this process please contact KEES Security at:
KEES.Security@ks.gov
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