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CORE - System Security Request 
 
Purpose:   
This System Security Procedure protects OnBase, Dakota Imaging (DI), Medicaid Management 
Information System (MMIS) and RightFax from unauthorized access.  
 
Identification of Roles:   
System Analyst and Business Analyst – Process OnBase, MMIS, DI and RightFax Security Requests  

 
Performance Standards:   
None 
 
Path of Business Procedure:   
 
For additional details on this procedure, please refer to the security submission training manual (Internal 
IME CORE document Restricted/Confidential) 

 
Step 1:  Submission of Security Request. Please refer to the security submission training manual. 

a. OnBase security request is submitted via OnBase security E-Form. 
b. MMIS security request is submitted via OnBase security E-Form. 
c. Dakota Imaging security request is submitted via OnBase security E-Form. 
d. RightFax security requests are submitted to Core Helpdesk.  

 
Step 2:  Unit Manager Approval 

a. OnBase 
1. Approval from Business Unit security personnel is completed via OnBase approval 

task in security request workflow.  
b. MMIS 

1. Approval from Unit Manager is completed via OnBase approval task in security 
request workflow. 

c. Dakota Imaging  
1. Approval from Operation Team Lead from Mailroom is completed via OnBase 

approval task in security request workflow. 
e. RightFax 

1. Not required; RightFax is available to anyone that needs it. 
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Step 3:  Security Setup 

a. OnBase 
1. Assign users to appropriate user group. Please refer to training manual. 

b. MMIS 
1. Assign user to appropriate file system. Please refer to training manual.  

c. Dakota Imaging 
1. Assign user to correct user group. Please refer to training manual. 

d. RightFax 
1. User is added to the RightFax group which is setup and administered by 

Department's Division of Data Management (DDM)  
 

Step 4:  Send notification to user 

a. OnBase 
1. Send email notification to requestor that security setup is completed.  

b. MMIS 
1. Send email notification to requestor that security setup is completed. 

c. Dakota Imaging 
1. Send email notification to requestor that security setup is completed. 

d. RightFax 
1. Send email notification to requestor that security setup is completed. 

 

Forms/Reports:   
OBCR/MMIS Security Request Form 
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DI Security Request From 
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RFP References: 
5.1.10, 5.2.2.15 
 

Interfaces:   
OnBase  
MMIS 
DI 
RightFax 

 
Attachments: 
None 
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