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RACF 
Administration

DAS PPDB 
Security Officer

DAS State-
wide 

Recruitment

Supervisor

Agency HR 
Manager or 
Appointing
Authority 

Agency Security

HR Office Start

Determine correct 
level of access for 

employee.
(Applicable to the 
required duties of 

the user’s position)

Complete and forward 
electronic Security Access 
Request and Confidentiality 

Agreement

Submit electronic form to 
Group.PPDB@state.or.us

Print hard copy 
for employee’s review 

and signature, 
sign/date form

Compare signed form 
with electronic form. 
If different confirm 
information with 

supervisor.  Make 
corrections to 

electronic form if 
necessary to match 

hard copy form

Is access 
approved?No

Sign and date 
requestYes

Determine if 
request is for both 
PPDB and APPL/

CERT access

Request PPDB 
accessNo

Submit electronic form to 
applcert.info@das.state.or.us

Yes

Send notification 
that access is 

approved

Add user to 
security table

Send 
notification to 

RACF 
Administration

Add user to proper 
RACF security 

groups

Notification sent to 
user and DAS 
PPDB Security 

Officer

Send 
notification  that 
user access has 

been granted

End

Hold form until 
hard copy form is 
received from HR 

Manager or 
Appointing 
Authority

Sign/date/
retain hard 
copy form

Approval 
received

Appl/Cert access 
approved? Yes

Notification of 
denial sentEnd No

PPDB access 
approved?

Notification 
of denial 

sent
No

APPL/CERT 
access 

requested?

Yes

HR2.30E-A 
New Employee

HR3.11E-A 
Job Changes

Perform 
scheduled/

unscheduled 
audits

Customers
Agency Security Officers
Supervisors
Employee
Agency HR/Manager/Appointing Authority
DAS PPDB Security Officer, Statewide Recruitment
RACF Administration

Systems/Interfaces
PPDB
RACF
Applicant/Certification (APPL/CERT)

Outputs
Temporary Assigned User Password
Report of Users
Audit of Security Users

Inputs
Position & Personnel Data Base (PPDB) Security 
Access Request and Confidentiality Agreement 
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