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Log into MyMarist 

 

Click on Evisions 

 

 

 

Click on Argos – do not use Argos Web Viewer 
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Click on Open Evisions Application Launcher 

 

 

Click on Marist Reports in Production 
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Click on General folder 

Once the General folder is expanded, you will see User Access Dashboard at the bottom on the list of 
reports that you have access to 

 

 

Click on the User Access Dashboard arrow to open the folder 

 

Now you will click on Dashboard 
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You will see the following come up on your screen, click on Run Dashboard  

 

 

Enter CWID or Last Name or LDAP ID as noted or Position Number then click Search 
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Once information is entered click Search 

 



8 
 

 

Highlight the name of the employee you are working with, once it highlights with blue, hit continue 
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Instructions 

 

STEP 1 - For a new employee, always verify their Existing Access first.  

If existing access exists, check the box to remove all existing access or navigate to General Access to modify it 
accordingly. 

 

STEP 2 – To Grant access 

For a NEW Traditional Employee (9XXXXX position number) Navigate to Position Access  

If position access is blank - navigate to General Access and then Add General Access 

If position access has too little access - navigate to General Access and then Add General Access 

If position access has too much access - navigate to General Access and then Remove Position Access 

 

For Temps, Student Employees, and Vendor access Navigate to General Access 

Then to Add General Access 

 

STEP 3 – to Grant SSN, ePaf, Time Approver, or Finance Fund/Org access Navigate to Other Access  

 

Please print and save to pdf all forms required to modify the employee’s access.  

Use of the General forms REQUIRE the corresponding Signature page be submitted with the proper signatures.  
The employee's supervisor or the Data Custodian is required to email the printed forms saved as pdfs with the 
required signatures to the helpdesk authorizing the access. If you are just submitting the existing or position 
access forms, no signatures are required.  
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Follow menu above: 

Example – To View or Remove Existing Access – click on Existing Access 
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To Remove Access check the box at the bottom of the form to remove all exiting access. The employee’s 
supervisor or the Data Custodian is required to email the printed form saved as a pdf to the helpdesk. 
No signature is required.  
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To Add Access to this position, click on Position Access 

*This only populates for existing unique positions that begin with 9. 

Signatures are NOT required, however, the Supervisor or Data Custodian must send an email with the 
printed form saved as a pdf to the helpdesk to grant access.  
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To Modify Access, OR if position Access is blank 

Click on General Access 
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Click on Add General Access  
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Click Here to Select Access to be added 
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Select all access that you are requesting to be added – use CNTRL when selecting multiple classes, 

Once you have selected all access that you want to request, click Back to Add General Access 

*You must select something from each category. If no access is needed from a category, select 

None. 
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When this screen comes up, you will now see the access that you have requested to be added and you 
will need to check Permanent Addition to Position or Temporary Addition to Position  
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Print to pdf 
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Update Printer to Microsoft Print to PDF 

Update to Landscape Orientation to Portrait Orientation 

Update Fit Width to Scale 

Save to your computer and then email these requests to the Help Desk as attachments. 
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Now you click Add Access Signature Page 

*required for all General Access Changes  
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*Print and save the Add Access Signature page (required for General Access Changes to the Position). 

Please collect all Required signatures. 

All signatures may not be required. Signatures are based on Access selected.  

If you also need to Remove General Access, click  on  
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Click on Remove Position Access  
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Click Here to Select Access to be removed 
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Select all access that you are requesting be removed – use CNTRL when selecting multiple classes, 

Once you have selected all access that you want to request, click Back to Remove Position Access 

You must select something from each category. If no access is needed from a category, select 

None. 
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When this screen comes up, you will now see the access that you have requested be removed and you 
will need to check Permanently Remove from Position or Temporarily Remove from Position  
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Print to pdf 
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Update Printer to Microsoft Print to PDF 

Update to Landscape Orientation to Portrait Orientation 

Update Fit Width to Scale 

Save to your computer and then email these requests to the Help Desk as attachments. 
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Now you click Remove Access Signature Page 

*required for all General Access Changes  
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*Print and save the Remove Access Signature page (required for General Access Changes to the 
Position). 

Please collect all Required signatures. 

All signatures may not be required. Signatures are based on Access selected. 
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Other Access 

  

 

 

Check box to Allow SSN Access 

 

Click in box and type in reason for having SSN access 

Signatures are required. The employee’s supervisor or the Data Custodian is required to email the 
printed form saved as a pdf to the helpdesk.  
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Select user to copy same access as  OR print and save form and manually acct and orgs on form 

Userid and name will pre-populated here 

Signatures are required. The employee’s supervisor or the Data Custodian is required to email the 
printed form saved as a pdf to the Business Office.  
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Select org codes, use Ctrl to make multiple selections   

Org codes will populated here when selected 

Select population you approve time for 

Signatures are required. The employee’s supervisor or the Data Custodian is required to email the 
printed form saved as a pdf to the Human Resources Office.  
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Now you click Back to Main 
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Clear Form and move to proceed with next request 

 

 

 

 

 


