Argos User Access Dashboard

Submitting Banner Access Requests vis ARGOS Access Form
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Log into MyMarist

Banner Services

Banner 8 - Fecommendsd browser is Chrome

Internet Native Banner (INB - Admin Pages)
Self Service Banner (SSB)

visions (Argos,Intellecheck,Formfusion)
anner Workflow

ner Environment

er Document Management (BDM)
DataTransfer

Click on Evisions

avisions

all Argos
Enterprise Reporting

Evisions Argos is an enterprise reporting solution that gives you quicker access to the data that you need to run your

institution. Argos makes reporting simple, delivering insights that enable you to make timely, better-informed
decisions.

Argos Web Viewer Argos

Click on Argos — do not use Argos Web Viewer



Open Evisions Application Launcher?

https://evisions.manst.edu wants to open this application.
O

Always allow evisions.manst.edu to open links of this type in the associated app

Open Evisions Application Launcher

Click on Open Evisions Application Launcher

Ar Argos - Marist College

File Edit View Tools Help

' mArgos < & L a & B K~
bl Back Forward Cut Copy Paste Delete Import Export Share Security  Library CO-OP  Support

Explorer  Shortouts
+ +

I 0O &

|D <Root Folder=

1 - Marist Reports in Production

What are you looking for today?

O

Name
[ 1-Marist Reports in Production
[ 2 - Marist Reports in Development

Q

<Root Folder>

- Marist Reports in Development

Server: evisions.marist.edu  User: jsdfb

< dlick here to set the...

o
Help Sign Qut
>
Role: DataBlock Designer

N\

Click on Marist Reportsin Production



Ar Argos - Marist College

File Edit View Tools Help

nArgos B<Ck v 2. » & L a & £ 0 ®

Copy Paste Celete  Import  Export Share  Security  Library CO-0P
Explorer  Shortcuts

What are you looking for today? wn

+ +
O|& @ -
D <Root Folder > c <Root Folder> o

< dlick here to set the...

» [ 1 -Marist Reports in Production

» [ Departmental Name

[3 1 - Marist Reports in Production
[ General g

[3 2 - Marist Reports in Development
- Marist Reports in Development

Add a new folder \ Server: evisions.marist.edu  User: jsdfb Role: DataBlock Designer

Support Help Sign Out

Click on General folder\

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

&% User Access Dashboard

Click on the User Access Dashboard arrow to open the folder

w & User Access Dashboard

@ Dashboard

Now you will click on Dashboar



What are you looking for today?

Dashboard o
System Object (limited options)

Report Viewer Actions Report Writer Actions DataBlock Designer Actions

® N
s (¢ &
Run Dashboard

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

Ar User Access Dashboard.Dashboard

Dashboard
Options: I

¢ Report
VI B OE?J‘?::'ls: VI

User Access Request

Argos, Banner, BDM, ePaf, Finance Fund/Org, Intellicheck,
Nolij, SSN, Time Approver, WebTailor, Workflow

Enter the Employee’s Cwid, Last Name, Ldap Id, or Position then click search.
*If the position is vacant, you can only search using position#.

Cwid: [  OR  *Position: |

OR
Last Name:
OR Search
LDAPId: |
Select the employee or ition below and then cliCk Continue

FILLED_IND POSITION POSITION_DEPT POBITION_TITLE CWID USERID ROOM TELE EMAIL

Enter CWID or Last Name or LDAP ID as noted or Position Number then click Search\



Ar User Access Dashboard.Dashboard

Dashboard { Report
Deehboard [ V] B § opons: | ~

Continue

FILLED_IND POSITION POSITION_DEPT  POSITION_TITLE EMPLOYEE USERID ROOM

Once information is entered click Search



Continue

FILLED_IND POSITION POSITION_DEPT  POSITION_TITLE El U

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



Instructions

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

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

STEP 2 — To Grant access

Fora 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 Vendoraccess Navigate to General Access

Then to Add General Access

STEP 3 —to Grant SSN, ePaf, Time Approver, or Finance Fund/Orgaccess 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 correspondingSignature page be submitted withthe proper signatures.
The employee's supervisororthe Data Custodian isrequiredto email the printed forms saved as pdfs with the
requiredsignaturesto the helpdesk authorizingthe access. If you are just submittingthe existingor position
access forms, no signatures are required.



R~ =

Follow menu above:

Example — To View or Remove Existing Access —click on Existing Access

10

Back to Main



Ar User Access Dashboard.Dashboard

Dashboard R t
Dot | =R -]

Options:

i i Page 1- PRINTING INSTRUCTIONS
ExIStlng User Access . Choose the PRINTER button
Employees "EXISTING ACCESS" is as follows. Back to Main Printer: Microsoft Print to
FDF

Select Portrait Orientation
Position:

ALk . Letter
Back to Instructions Change Fit Width to Scale
Job Title:

Dept/Room: fartews a
Phone: *This page shows the
User Access: employees existing access.
Banner: Argos Role: BDMS: ‘WebTailor Access: Print this page and check
“MAR GEMERAL SIf NG MAR GEMERAL. ive SSB user GENBOM to remove all.
Banner_Classes Argos_Clacses BDMS_Cabinets WebTailor_Roles

To grant access use the
Position Access tab.

*Signatures are not [Frassofipem m e
required, however, the

Supervisor, or Data Pt Sattrngs.
Custodian must send an
email with attached pdf to
the Helpdesk to remove [Porzan oenvaten
access.

ces [ 12

e
E— ] o ]

Time Approver Access:
ePAF Approver Access:
Fund/Org Access:

Bansecr Access: Nolij Access: Workflow Access:
Class Role Headers Role

Intellicheck Permissions Desc

o
Print. Check File Copies Localhy
Print Direct Deposit File Copies...
Vod/Unvoid transactions
Positive Pz

Email Administration
Reconciliation

Actions Audit

Audit Control Report

Cherk Register

Intellicheck Access:
GEPT TYPE A B €D E F 6 H 1 1 KL M N O©bP QR

Supervisor Name: Check to REMOVE ALL EXISITING ACCESS
Check Register Invoice
User Permission Report

mOUQZZ RS IaTmMOn®mE

~
v

*Signature is not required, however, the Supervisor, or Data Custodian must sen iail with attached pdf to the Helpdesk to remove access.

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 tothe helpdesk.

No signatureis required.

11



Ar User Access Dashboard.Dashboard

Dashboard
Options: |

i Report
qa e

~]

Page 1-

Existing User Access
Employees "EXISTING ACCESS" is as follows.

Position:
Job Title:
Dept/Room:
Phone:

BDMS: WebTailor Access:
“If NO MAR GEMERAL. give SSB user GENBGDM
BDMS_Cabiners ‘WebTailor_Roles

Argos Role:

Argos_Chasses

Time Approver Access:
ePAF Approver Access:
Fund/Org Access:

Workflow Access:
Headers Role

Bansecr Access:
Class Role

Nolij Access:

Intellicheck Access:
GEPT TVPE A B €D E F 6 H 131 KL MN 0P QR

‘Supervisor Name: Check to REMOVE ALL EXISITING ACCESS

*Signature is not required, however, the Supervisor, or Data Custodian must send email with attached pdf to the Helpdesk to remaove access.

To Add Access to this position, click on Position Access

PRINTING INSTRUCTIONS
Choose the PRINTER button
Printer: Microsoft Print to
PDF

Select Portrait Orientation

Back to Main

ack to Instructions

*This page shows the
employees existing access.
Print this page and check
to remove all

Letter
Change Fit Width to Scale

== a8

To grant access use the
Position Access tab.

*Signatures are not
required, however, the
Supervisor, or Data
Custodian must send an
email with attached pdfto
the Helpdesk to remove
access.

o
Prine Chack Fi Copies Locslly
Print Direct Depost Fie Copies...
Void/Unvoid transactions
Positive Pa

Email Adminisration
Reconciiation

Actions Audit

Audit Control Report

Check Register

Chack Register Invoice
User Permission Report

*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.

12



Ar u.

(ccess Dashbo:
Dashboard Report
oznun:r [ | B : aEpni'ns:I |

Access for this Position "o

This "POSITION" has the following access.

Back to Main Back to Instructions

=This page shows the

access required for the PRINTING INSTRUCTIONS
employees position. Cheose the PRINTER button
Printer: Microsoft Print to
f no access is shown on the F
Position Access page, Select Portrait Orientation
Position User Access: please select desired access | etter
Banner: Argos Role: BDMS: WebTailor Access: using the General Access Change Fit Width to Scale
*MAR GENERAL *If MO MAR GENERAL. give SSB wser GENGDM. Tab.
Eanner_Classes A Classas EDM_Cabinets WebTailor_Roles et
- e - - To add additional access to a
this position, whether I
by o pomonent, S
please select additional
access using the General
Access Tab.
*Signatures are not
required, however, the _—
Supervisor, or Data [roschimme o
Custodian must send an
email with attached pdf to Frint Settigs
the Helpdesk to grant —
access. oo
Time Approver Access:
ePAF Approver Access:
Fund/Org Access:

*If any of these are Y, remember
to complete ePAF andfor Fund
Access Requests.

Bansecr Access: Nolij Access: Worlkflow Access:

Banssor Role Nolij_Headers Roke

e

Pring Check File Copies Locally
Pring Direct Dapost File Copies..,
WVoid/Unvoid transactions
Positive Pay

Email Administration
Reconciiation

Intellicheck Access:
Dept Type A B C D E F 6 H 1 31 KL M NO

‘Supervisor Name:

POTOZZ RS IOTMOAD

Chack Register Invoice
User Permission Report

~
v

=Signatures are not required, however, the Supervisor, or Data Custodian must send email with attached pdf to theffielpdesk to grant access.

To Modify Access, OR if position Access is blank

Click on General Access

13



Dashboard ¢ Report
I Vl E : pronsl

Add Remove

Back to Instructions Back to Main
General Aoo&ﬁ Position Access :

Signature Pajge | Signature Page

Click on Add General Access

14



Ar

\(ccess Dashboar

Dashboard
Options: |

~]

i Report
] B opons: |

Page -1-
Add General or Additional Access
Add the following Access from this user and/or position.

Banner: Argos Role: BDMS: WebTailor Access:

*MAR_GENERAL *If NO MAR_GENERAL, oive SSB user GENEDM

Banner_Classes Angos_Classes BI:MS_Cahinets WebTailor_Roles
Time Approvfr Access:
‘ePAF Appraffer Access:
*1f any of fhese are Y, remember
to complgfle ePAF and/or Fund
Access ffequests.

Bansecr Access: Molij Access: Workflow Access:

Class. Rele Headess Rele

Intellicheck Access:

Depr_Code Depr | Type_Code Type ABCDEFGHTITII1 kfi m N opP @R

N N N NNHNHNNNN NN N NNNN
< > < >
Check one Permanent Addition to Position Temporary Addition to Pofition Access Until:

Supervisor Name:

*Signatures ARE required, please print both this page and the Add Accesy
‘email with attached pdfs to the Helpdesk to grant access.

'Signature page, gather the required signatures and

Click Here to Select Access to be added

15

PRINTING INSTRUCTIONS
Choose the PRINTER button
Printer: Microsoft Print to
PDF

Select Portrait Orientation

Back to Main

Letter
Change Fit Width to Scale

Click Here to
Select Access

[

*Phis page shows the
ired access once
lected from the Select
Access tab.

*Signatures ARE required, Pt
please print both this page
and the Signature page,
gather the appropriate
signatures and email with
attached pdfs to the
Helpdesk to grant access.

Add Acce:
Signature Page

Back To

General Acc:

Intellicheck Permissions Desc

Reprocess (fike copies)

Drint Check File Copies Localty
Print Diract Daposit File Copiss. .,
Woid/Unvoid tansactions
Positive Pay

Email Administration
Reconcilistion

Actions Audit

Check Register Invoie
User Permission Report

MOTOZZCAUSMTOTMOODE

”~
v

18 items



Ar User Access Dashboard (5).Dashboard

Dashboard
Options: |

Report
Options: |

1S

*NOTES:

Select Desired Access Below and then Click
on the "Back to Add General Access”™ Button
to populate the Add General Access Form

***Must select something in each category, if no access is required for the category select None!***
NOTE: To select more than one code hold down the CTRL

button and left click on the codes, for each cat:
IF YOU NEED TIMEAPPROVER ACCESS, Please select MAR_HR_TIMEEPAF_C under Banner Classes and Compl

IF YOU NEED ePAF APPROVER ACCESS, Please select EPAFADMIN under Web Tailor Roles and Complete the ePAF/Approver Access Form.
IF YOU NEED FUND/ORG ACCESS, Please select MAR_GENERAL_C under Banner Classes and Complete the Fund/Org Access Form.

SELECT BANNER CLASS(S):
Banner_Classes

Hone -~

MAR_ADV_BIODEMO_C
MAR_ADV_CAREER_SVC_C
MAR_ADV_DESG_C
MAR_ADV_EVENTS_C
MAR_ADV_GIFTOFFCR_C
MAR_ADV_GIFTPLDG_C
MAR_ADV_IT_C

MAR_ADYV RFSFARCH A

SELECT BANSECR CLASS(S):
Class
Hone
BAN_FULL_SECURIT...

SELECT NOLD ROLE/HEADER(S):

Role Headers

X - None Hone -~
User

Administr...

Academic Advising Assigl
Academic Advising Langu
Academic Advising Math
Admissions ADM Convert
Admissions LDM LDM Con
Admissions LDM MIP Con
Admissions Local Addres:
Finance Finance Budget “
< >

SELECT WORKFLOW ROLE(S):
Role
Hone
Bursar
Business Analyst
CAAS Director
COVID_Management
Compliance Director
Contact_Tracers
Dublin Academic Adv...
Nuhlin Staff hd

SELECT ARGOS ROLE (Please pick highest): SELECT ARGOS CLASS(S):

Role

Hone
Administrator
DataBlock Designer
Marist DataBlock ...
Report Viewer
Report Writer

SELECT INTELLICHECK PERMISSION(S):
None
A Process checks
B Process direct deposit
C Process Higher One payments
D Reprocess(live)
E Reprocess (file copies)
F Print Check File Copies Locally
G Print Direct Deposit File Copies
H Void/Unvoid transactions
1 Positive Pay
J Email Administration
K Reconciliation
L Actions Audit
M Audit Control Report
N Check Register
0 Summary Report
P Void Check Register
Q Check Register Invoice
R User Permission Report

SELECT INTELLICHECK DEPT(S):

Dept Dept_Desc
Hone None

AP AccountsP...
PR Payroll

Argos_Classes

Hone

Allow SSN

DegreeWorks

Everyone

Evisions Transcript

MAPS Administrator
MAR_Endowed
Mar_Admissions_Com5i_G
Mar_Admissions ComSi 1IG

SELECT BDMS CLASS(S):
BDMS_Cabinets
Hone
ACADEMIC-AFFATIRS-VIEW-ONLY
BADESG-ANMOTATE-REDACT
BADESG-MANAGEMENT
BADESG-SCAN-INDEX
BADESG-VIEW-ONLY
BAEVNT-MANAGEMENT
BAGRNT-MANAGEMENT
BRATD-ANNOTATF-RENACT

SELECT WEBTAILOR ROLE(S):
WebTailor_Roles
Mone
AFLACADMIN
ALUMNIDATATAILOR
CHANNELADMIN
COMMUNICATIONADMIN
DEVELOPMENTOFFICER
EPAFADMIN
FINANCEDATATAILOR
HRADMINRVER

SELECT INTELLICHECK TYPE(S):

Type Type_Desc

Mone None

BW BiWeekly

GL General Operating Acct

PR Payroll Operating Acct
SemiMonthly

Ol'z.
lete the ePAF/Approver Access Form.

Back to

Add General Access

Select all access that you are requesting to be added — use CNTRL when selecting multiple clapses,

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

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

None.

16



Ar User Access Dashboar

Dashboard
Options: |

Report
Options: |

~]

Argos Role:

Argos_Classes

Bansecr Access:
Class. Rele

Molij Access:

Intellicheck Access:

Dept_Code Dept | Type_Code Type

< LR >

Check one

ame:

Permanent Addition to Position

Page -1-

Add General or Additional Access
Add the following Access from this user and/or position.

Position:
Job Title:
Dept/Room:
Phone:

BDMS: WebTailor Access:
*If NO MAR GENERAL. give SSB user GENBDM.
BDMS_Cabinets ‘WebTailor_Roles

Time Approver Access:
‘ePAF Approver Access:

*1f any of these are Y, remember
‘to complete ePAF and/or Fund
Access Requests.

Workflow Access:
Rele

zm
z0
=0
=m
=T
=0
=T
z=
z0
=W
zQ
zm

Temporary Addition to Position Access Untik:

ARE required, please print both this page and the Add Access Signature page, gather the required signatures and
attached pdfs to the Helpdesk to grant access.

PRINTING INSTRUCTIONS
Choose the PRINTER button
Printer: Microsoft Print to
PDF

Select Portrait Orientation

Back to Main

Letter
Change Fit Width to Scale

Click Here to

Select Access s 5

prrser

[Pacrucaft prrt o pee

)

*This page shows the
desired access once
selected from the Select
Access tab.

*Signatures ARE required,
please print both this page
and the Signature page,
gather the appropriate
signatures and email with
attached pdfs to the Prnt Settings
Helpdesk to grant access.

Add Access
Signature Page

Back To

General Acce:

Intellicheck Permissions Desc

Reprocess (fike copies)
Drint Check File Copies Localty
Print Diract Daposit File Copiss. .,
Woid/Unvoid transactions
Positive Pay

Email Administration
Reconcilistion

Actions Audit

Audit Control Report

Chack Ragister

MOTOZZCAUSMTOTMOODE

User Permission Report

~
w

18 items

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

17



Ar

\(ccess Dashboar

Options: Options:

~]

Dashboard [ 7 & Report |

Page -1-
neral or Additional Access
£ following Access from this user and/or position.

WebTailor Access:
+If MO MAR_GENERAL. oive SSB user GENBDM

Banner_Classes Argos_Classes BDMS_Cabinets ‘WebTailor_Roles

Time Approver Access:
‘ePAF Approver Access:

*1f any of these are Y, remember
‘to complete ePAF and/or Fund
Access Requests.

Bansecr Access: Molij Access: Workflow Access:

Class. Rele Rele

Intellicheck Access:

Depr_Code Depr | Type_Code vp2 A'BC DEFGHTTIT1 KL MNOTPGQQR
N N N NNHNHNMNMNNMNNEKMNENHNNN

< < >

Check one Permanent Adgition to Position Temporary Addition to Position Access Until:

Supervisor Name:

ase print both this page and the Add Access Signature page, gather the required signatures and
'the Helpdesk to grant access.

*Signatures ARE required, pj
‘email with attached pdfs ts

Print to pdf

18

PRINTING INSTRUCTIONS
. Choose the PRINTER button
Back to Main Printer: Microsoft Print to
PDF
Select Portrait Orientation

. Letter
Click Here to Change Fit Width to Scale

Select Access

*This page shows the
Pk .

[

selected from the Select

Access tab.

*Signatures ARE required, Pt
please print both this page

and the Signature page, ey

gather the appropriate [Perschiovn m o
signatures and email with

attached pdfs to the Prnt Settings
Helpdesk to grant access. e |

Add Acce:
Signature Page

Back To

General Acc:

Intellicheck Permissions Desc

Reprocess (fike copies)
Drint Check File Copies Localty
Print Diract Daposit File Copiss. .,
Woid/Unvoid tansactions
Positive Pay

Email Administration
Reconcilistion

Actions Audit

Check Register Invoie
User Permission Report

MOTOZZCAUSMTOTMOODE

< >
18 items



et [Micr ot Print to PO /]

7 -
E; we Profile

Printer

Pusition:
Job Ticke:

Dept/Koom:
Phone:

Print Settings

el |Fortrait Orientation ~]

Letter M|

Margins

Time Approver Acccss:
\ePAT Approves Access:

"4t sry of thass ars ¥, ramambar
e compl = eNAF asdfcr Fund
Acceas equases.

Ranet v Ao Mt Rz Workflnw A

Intellicheck Access:

vepe o vepe| e e iype alslclolelrleluls o lkliim o vl
BONON W OW N KK NN NEN NNNKK

< a|c >

LHSCKONS - Brrmasent Adiion P~ Traspomeay Al o Pndion. NGCSSEUSE ([ G|
Supervisor Nana:

*Signaturcs ARE required, please print bath this pagc and the Add Acocss Signature page, gather the reouired signatures anc
=mall with attached pdfs o the Helpdask to grant access.

100% — _'7 +

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.

19



Ar User Access Dashbo:

Dashboard i Report
Options: [ ~] a : Options: [ ~]
Page -1-
Add General or Additional Access PRINTING INSTRUCTIONS

. Choose the PRINTER button
Back to Main Printer: Microsoft Print to
PDF

Add the following Access from this user and/or position.

Select Portrait Orientation
. Letter
Click Here to Change Fit Width to Scale
Select Access e 5
*This page shows the - P
Argos Role: BDMS: WebTailor Access: desired access once _
“17 NO MAR_GENERAL. aive SSB user GENEDM selected from the Select
Argos_Classes BDMS_Cabinets WiebTailor_Roles Access tab. a
*Signatures ARE required, Pt
please print both this page
and the Signature page, ey
gather the appropriate [Frasarioves e
signatures and email with
attached pdfs to the et Settings
Helpdesk to grant access. e |

Add Acce:
i

Time Approver Access:
‘ePAF Approver Access:

*1f any of these are Y, remember
‘to complete ePAF and/or Fund
Access Requests.

Bansecr Access: Molij Access: Workflow Access:
Class. Rele Headess Rele

Intellicheck Permissions Desc

Reprocess (fike copies)
Drint Check File Copies Localty
Print Diract Daposit File Copiss. .,
Woid/Unvoid tansactions
Positive Pay

Email Administration
Reconcilistion

Actions Audit

Intellicheck Access:
Dept_Code Dept | Type_Code Type A

zm
z0
=0
=m
=T
=0
=T

< LR >

Check one Permanent Addition to Position Temporary Addition to Position

MOTOZZCAUSMTOTMOODE

‘Supervisor Name: Check Register Invoics
User Permission Report
*Signatures ARE required, please print both this page and the Add Access Signatureffage, gather the required signatures and

‘email with attached pdfs to the Helpdesk to grant access.

~
w

18 items

Now you click Add Access Signature Page

*required for all General Access Changes

20



Ar User Access Dashboard (5).Dashboard

Dashboard Report
Options: I vl Q i Options: | vl
Approvals for: Add Access Signature Page Page -2-
! 6/17/2022 9:07:57 PM . PRINTING INSTRUCTIONS
Back to Main Choose the PRINTER button
Employee: I have read the Technology Usage Ag Printer: Microsoft Print to
http:/ /www.marist.edu/it/infosecurity / pdfs/aup.pdf and agree to abide by the policy outlined therein. PDF
Select Portrait Orientation
" - " Letter
*This Page is required for Chan
- ige Fit Width to Scale
Employee Signature: Date: Adding General Access or
Removing Position Access. .
These f et submitted == a
Supervisor: I approve the access requested by the above employee. If the user of the above computing account mﬁgr::rm:llgdﬁsk-u‘m =

leaves the department, I will notify Information Technology so the account can be removed.

Supervisor Signature: Date:

Back to
Instruction Page

ALL Data Custodian Signatures Required Before Submitting to IT
Advancement Data Custodian: Anne Dexter or Amy Woods - Fontaine 014
Banner, etc: Reguired

Argos: Required

Signature: Date:

Finance Data Custodian: Christina Kearney or Lora Gannon - Donnelly 210
Banner, etc:
Argos:

Signature: Date:

General Data Custodian: g M Roush - Di lly 258F
Banner, etc:
Argos:

Signature: Date:

Human Resources Data Custodian: Jessica Fenech, Matthew Hegedus, or Eva Jackson - Donnelly 120
Banner, etc: Required
Argos:

Signature: Date:

Student Financial Services Data Custodian: Joseph Weglarz - Donnelly 200
Banner, etc:
Argos:

Signature: Date:

Student Data Custodian: Michael Lewis, Cheryl DuBois, or Linda Pisacano - Donnelly 203
Banner, etc:
Argos:

Signature: Date:

Information Technology - Security Office Use
Implemented By(print name):

Signature: Date:

*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 Back To

General Acces:

21



Ar User Access Dashboard (5).Dashboard

Dashboard { Report

Back to Instructions Back to Main

Signature Page | Signature Page

Click on Remove Position Access

22



Ar User Access Dashboard.Dashboard

Dashboard Report
Options: I VI Q : Options: | Vl
A Remove Position Access Page -1-
PRINTING INSTRUCTIONS
Remove the following Access from this position. Back to Main Choose the PRINTER button
. Printer: Microsoft Print to
Employee Profile 6/18/2022 10:11:05 AM PDF

Position: ) Select Portrait Orientation
Tob Title: Click Here to Letter

Change Fit Width to Scale
Dept/Room: Select Access
Phone:

Argos Role: BDMS: ‘WebTailor Access:
“IF NO MAR. GENERAL. give SSB user GENEDM
Angos_Classes BI:MS_Cabinets ViebTzilor_Roles

=

Pt

ignatures ARE required,
se print both this page

gather the appropriate Printer
signatures and email with [Mirosaft7e o PoF
attached pdfs to the

Helpdesk to grant access.

T0AF ABRraVEr 2

*1f any of thes;
‘to complete ejfAl

‘are Y, remember
F andfor Fund

Bansecr Access: Nolij Access: ‘Workflow Access:
Class Rale Headers Rale

Intellicheck Permissions Desc
Permission
Process checks

Reprocess (file copies)
Print Check File Copies Localy
Print Direct Deposit File Copies.. |
Veid{Unvaid transactions
Pasitive Pay

Email Administation

Intellicheck Access:
Dept Type

=®
zm
=0
=0
=m
=

Check one Permanently Remove from Temporarily Remove from
Position Position
Supervisor Name:

mOTOEZICAUSIGTmMOA®mS

Check Register Invoie
Usar Permission Report
*Signatures ARE required, please print both this page and the Remove Acgfss Signature page, gather the required signatures and

email with attached pdfs to the Helpdesk to grant access.

18 items.

Click Here to Select Access to be removed
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Ar User Access Dashboard (5).Dashboard

Dashboard
Options: |

Report I

IS

*NOTES:

Jory.
IF YOU NEED TIMEAPPROVER ACCESS, Please select MAR_HR_TIMEEPAF_C under Banner Classes and Compl: e“e ePAF/Approver Access Form.

Options:

Select Desired Access Below and then Click
on the "Back to Remove Position Access” Button
to populate the Remove Position Access Form

=**Must select something in each category, if no access is required for the category select None!***
NOTE: To select more than one code hold down the CTRL
button and left click on the codes, for each calts

IF YOU NEED ePAF APPROVER ACCESS, Please select EPAFADMIN under Web Tailor Roles and Complete the ePAF/Approver Access Form.
IF YOU NEED FUND/ORG ACCESS, Please select MAR_GENERAL_C under Banner Classes and Complete the Fund/Org Access Form.

SELECT BANNER CLASS(S):
Banner_Classes
Hone
MAR_ADV_BIODEMO_C
MAR_ADV_CAREER_SVC_C
MAR_ADV_DESG_C
MAR_ADV_EVENTS_C
MAR_ADV_GIFTOFFCR_C
MAR_ADV_GIFTPLDG_C
MAR_ADV_IT_C
MAR_ADV RESEARCH
SELECT BANSECR CLASS(S):
Class
HNone
BAN_FULL_SECURIT...

SELECT NOLD ROLE/HEADER(S):

Role Headers
x - None Mone
User

Administr...

Academic Advising Assign
Academic Advising Langui
Academic Advising Math F
Admissions ADM Convert
Admissions LDM LDM Com
Admissions LDM MIP Conu
Admissions Local Address
Finance Finance Budget
< 2>

SELECT WORKFLOW ROLE(S):
Role
Hone
Bursar
Business Analyst
CAAS Director
COVID_Management
Compliance Director
Contact_Tracers

Dublin Academic Adv...
Dushlin GEaff

Select all access that you are requesting be removed — use CNTRL when selecting multip

]

SELECT ARGOS ROLE (Please pick highest):

Role

HNone
Administrator
DataBlock Designer
Marist DataBlock ...
Report Viewer
Report Writer

SELECT INTELLICHECK PERMISSION(S):
Hone
A Process checks
B Process direct deposit
C Process Higher One payments
D Reprocess(live)
E Reprocess (file copies)
F Print Check File Copies Locally
G Print Direct Deposit File Copies
H Void /Unvoid transactions
1 Positive Pay
J Email Administration
K Reconciliation
L Actions Audit
M Audit Control Report
N Check Register
0 Summary Report
P Void Check Register
Q Check Register Invoice
R User Permission Report

SELECT INTELLICHECK DEPT(S):

Dept Dept_Desc
Hone None

AP AccountsP...
PR Payroll

SELECT ARGOS CLASS(S):
Argos_Classes
None ~
Allow SSN
DegreeWorks
Everyone
Evisions Transcript
MAPS Administrator
MAR_Endowed
Mar_Admissions_ComSi_G
Mar_Admiccinne CamSi LG

SELECT BDMS CLASS(S):
BDMS_Cabinets
None
ACADEMIC-AFFATRS-VIEW-ONLY
BADESG-ANNOTATE-REDACT
BADESG-MANAGEMENT
BADESG-SCAN-TNDEX
BADESG-VIEW-ONLY
BAEVNT-MANAGEMENT
BAGRNT-MAMAGEMENT
RATD-ANNOTATE-RENACT

SELECT WEBTAILOR ROLE(S):
‘WebTailor_Roles
None ~
AFLACADMIN
ALUMNIDATATATLOR
CHANNELADMIN
COMMUNICATIONADMIN
DEVELOPMENTOFFICER
EPAFADMIN
FINANCEDATATAILOR
HRADMTNRVE

SELECT INTELLICHECK TYPE(S):
Type Type_Desc
None Mone -~
BW BiWeekly
GL General Operating Acct
PR Payroll Operating Acct
SM Sel lonthly

1

e classes,

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

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

None.
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Dashboard

Options:

Report |

~]

ARIST

loyee Profile

Emp

Argos Role:

Argos_Classes

Options:

Remove Position Access
Remove the following Access from this position.

Position:
Job Title:
Dept/Room:
Phone:

BDMS: WebTailor Access:
“IF NO MAR. GENERAL. give SSB user GENEDM
BI:MS_Cabinets ViebTzilor_Roles

Page -1-

6/18/2022 10:11:05 AM

Back to Main

Click Here to

Select Access

*This page shows the
desired access once
selected from the Select
Access tab.

*Signatures ARE required,
please print both this page
and the Signature page,
gather the appropriate
signatures and email with
attached pdfs to the
Helpdesk to grant access.

General Acce:

PRINTING INSTRUCTIONS
Choose the PRINTER button
Printer: Microsoft Print to
PDF

Select Portrait Orientation
Letter

Change Fit Width to Scale

ot
[Fcosaet w7oF

Frint Settrgs

Copes [ 1z]

[Pt it

TERF ABRrovEr AgcEsE

*1f any of these are ¥, remember
‘to complete ePAF and/or Fund
Requests.

Access
Workflow Access:
Headers Rale

Bansecr Access:
Class Rale

Nolij Access:

Intellicheck Permissions Desc

Permisian

Reprocess (file copies)
Drint Chack File Copies Locally
Print Diract Daposit File Copies...
Veid{Unvaid transactions
Positive Pay

Emzil Administration
Recondiiation

Actions Audit

Audit Control Report

Check Register

Intellicheck Access:

zm
=0
=0
=m
=
EX
=T
==
_—
z=
z=z
=0
==
z0
=m

Temporarily Remove from

np Access Until: I =
Position

Position

Check Register Invoice
User Permission Report

mOTOEZICAUSIGTmMOA®mS

18 items.

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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Dashboard Report
Options: I VI Q ¢ Options: | Vl
Position Access Page -1-
, _ L . PRINTING INSTRUCTIONS
the following Access from this position. Back to Mam Choose the PRINTER button

. Printer: Microsoft Print to
Employee Profile 6/18/2022 10:11:05 AM PDF
Name: ) Select Portrait Orientation

Click Here to Letter

Change Fit Width to Scale

Select Access

*This page shows the

Seiecred from the 5 T
selected from the Select

BDMS: WebTailor Access:

*MAR_GENERAL “IF NO MAR. GENERAL. give SSB user GENEDM
Banner_Classes Argos_Classes EDMS_Cabinets WebTailor_Roles Access tab.
*Signatures ARE required, a
please print both this page it
and the Signature page,
gather the appropriate Printer
signatures and email with [Mirosaft7e o PoF
attached pdfs to the
Helpdesk to grant access. =
Copes. 1z]
[t Oreriatin

B3R Approver Acess:

*1f any of these are ¥, remember

‘to complete ePAF and/or Fund
uests.

Access
Workflow Access:
Rale

Bansecr Access: Nolij Access:
Class Rale

Intellicheck Permissions Desc
Permission
Process checks

Reprocess (file copies)
Print Check File Copies Localy
Print Direct Deposit File Copies.. |
Veid{Unvaid transactions
Pasitive Pay

Email Administation

Intellicheck Access:
Dept Type

=®
zm
=0
=0
=m
=
EX
=T
==
_—
z=
z=z
=0
==
z0
=m

Check one Permanently Regho
Position
Supervisor Name:

e from Temporarily Remove from Access Until:

Position

mOTOEZICAUSIGTmMOA®mS

Check Register Invoie
Usar Permission Report
*Signatures ARE required, plegse print both this page and the Remove Access Signature page, gather the required signatures and

‘email with attached pdfs to tfe Helpdesk to grant access. © e

18 items.

Print to pdf
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Printer

e | Microsoft Print to PDF -

Print Settings

_’—" I Portrait Orientation vI

| Letter ~|
Margins

Top | 0.5 *|Left | 0.5 |
Bottom | 0.5 3| Right | 0.5 2|

[

J A Remove Position Access Pegs -
[ Hemove the following Access from this position.

Einployee Profile GME2022 10:11:00 AM

Mamme: Pusilivn:
Userld: Job Tich:
Cvad: Dept/Hoom:
LCmail: Phone:

Pusilion User Access:

Ranmer: Argoes Roske: ANMS: WelsTaikor & s
*MAR_SEMEFAL 70 MR GEMERS. ive 333user GENDDH
Ranr_Clases Angers_Ciames RIS _"aHners “WehTaler_Rrle
]
MR ABBrover RecEEE:

*1f ary of thass are ¥, ramembar
to complatz eNAF and/or Fund
‘oomas Requasts.

[ T— i v Wk llow Aceews:
Clazs ke Headers Aoke:
Intellicheck Acoess:
et ype alelcioe rlsH L1 kLM EBO QR
KOKON NN N NN NNHNHEN N NN NN
Lhack one Pormanently Remove trom Temporarily Remove trom Necass Untik:
Positon Position

Bupenisor Namea:

*Signaturcs ARE regquired, plcasc print beth this poge and the Remove Acooss Signature page; gather the regwired signature:
amall with ab=ched pdfs bo the Helpdask to grant access.

100%—_'7*‘
W

»

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 emailthese requests to the Help Desk as attachments.
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Ar User Access Dashboard.Dashboard

Dashboard Report
Options: I VI Q : Options: | Vl
A Remove Position Access Page -1-
PRINTING INSTRUCTIONS
Remove the following Access from this position. Back to Main Choose the PRINTER button
. Printer: Microsoft Print to
Employee Profile 6/18/2022 10:11:05 AM PDF

Position: ) Select Portrait Orientation
Job Title: Click Here to tﬁ::gre Fit Width to Scale
Dept/Room: SelectAccess

Phone:

*This page shows the
Argos Role: BDMS: WebTailor Access: desired access once
“IF NO MAR_GEMERAL. give SSB user GENEDM selected from the Select
Argos_Classes BDMS_Cabiners WiehTailor_Roles Access tab.

*Signatures ARE required,
please print both this page
and the Signature page,
gather the appropriate Printer
signatures and email with [Mirosaft7e o PoF
attached pdfs to the
Helpdesk to grant access.

Frint Settrgs

Copes. 1z]
emove Acce: [t
re Page

Mo

R s

TERF ABRrovEr AgcEsE

*1f any of these are ¥, remember
‘to complete ePAF and/or Fund
Requests.

Access
Bansecr Access: Nolij Access: ‘Workflow Access:
Class Rale Headers Rale

Intellicheck Permissions Desc
Permission
Process checks

Reprocess (file copies)
Print Check File Copies Localy
Print Direct Deposit File Copies.. |
Veid{Unvaid transactions
Pasitive Pay

Email Administation

Intellicheck Access:
Dept Type

=®
zm
=0
=0
=m
=
EX
=T

Check one Permanently Remove from Temporarily Remove from
Position Position

Supervisor Name: Check Register Invoie

Usar Permission Report

mOTOEZICAUSIGTmMOA®mS

*Signatures ARE required, please print both this page and the Remove Access Signatuy€ page, gather the required signatures and
‘email with attached pdfs to the Helpdesk to grant access. © e
18 items

Now you click Remove Access Signature Page

*required for all General Access Changes
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Ar User Access Dashboard (5).Dashboard

Dashboard Report
Options: [ ~] B ¢ Options: [ ~]
Approvals for: Remove Access Signature Page Page -2-
i 61772022 9:16:57 PM 5 PRINTING INSTRUCTIONS
Back to Main Choose the PRINTER button
Employee: T have read the Technology Usage Ag Printer: Microsoft Print to
http:/ /www.marist.edufit/infosecurity/pdfs/aup.pdf and agree to abide by the policy outlined therein. PDF
Select Portrait Orientation
. N N Lett:
*This Page is required for RS e 1o scale

Employee Signature: Date: Adding General Access or

P 9 Removing Position Access.
Th fe et submitted ==
Supervisor: I approve the access requested by the above employee. If the user of the above computing account mﬁ: r«;r:::;:dssk-u‘ m
leaves the department, I will notify Information Technology so the account can be removed.

L

Supervisor Signature: Date:
ALL Data Custodian Signatures Required Before Submitting to IT
Instruction Page

Advancement Data Custodian: Anne Dexter or Amy Woods - Fontaine 014
Banner, etc: Required
Argos: Required

Signature: Date:

Finance Data Custodian: Christina Kearney or Lora Gannon - Donnelly 210
Bannet, etc:
Argos:

Signature: Date:

General Data Custodian: Margaret M Roush - Donnelly 258F
Banner, etc:
Argos:

Signature: Date:

Human Resources Data Custodian: Jessica Fenech, Matthew Hegedus, or Eva Jackson - Donnelly 120
Banner, etc:
Argos:

Signature: Date:

Student Financial Services Data Custodian: Joseph Weglarz - Donnelly 200
Bannet, etc:
Argos:

Signature: Date:

Student Data Custodian: Michael Lewis, Cheryl DuBois, or Linda Pisacano - Donnelly 203
Banner, etc:  Required

Argos:
Signature: Date:
Information Technology - Security Office Use

Implemented By(print nam

Signature: Date:

*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

Page -1-
Social Security Number Access Request

Please submit this Page with the completed Signature Page
to the HelpDesk for Processing!

Employee Profile 6/8/2022 10:19:48 AM

Name: Position:
UserId: Job Title:
Cwid: Dept/Room:
Email: Phone:
Access:

'lhls fnrm gran nts the em ployee access to view and/or maintain 55N which is dependant also upon your access level for
iden. Your query/ access to these classes will give you the same level of

access for SSN.
Allow MAR_SSN_C Deny MAR_SSN_C

1 for the individual named above to complete

Please provide reason(s) why access to Social Security ber is requi

his/her iob duties.

http:/ /¥ .marist.edu/ ,-'mfnsecu rrtv,-‘pdfs,fanp.pdfand agree to abide by the policy outlined therein.
Employd¢e Signature: Date:
Supenjisor: Iapp e access d by the alx)ve employee. If the user of the alxwe computing account
leavesithe departmenf, I will notify Infnrmatmn T y so the t can
Supendisor Signatu Date:
Studept Data Custofian:
Micha¢l Lewis, Cheryl DuBois, or Linda Pisacano - Donnelly 203
Signiture: Date:
Line Qfficer App I:
Signature: Date:
EVP/AVP Approvill:
egffrey L Bracliett - Greystone/ Thomas S Wermuth - Hancock 1010

Check box to Allow SSN Access

Click in box and type in reason for having SSN access

Signatures arerequired. 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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Daghboard Report
Options: VI E : Options: Vl
. Page - SELECT USERID TO COPY FROM:
Finance Fund/Org Access Request e
*This page gets submitted directly to the Business Office NOT the HelpDesk jwsm Abdelrahm... S
jsfi3 Albitz, Reb...
keclom Alfaro, Chri...
Al Aly...
*You Must have the Banner Class Mar_General. USERID EMPNAME ﬁ:;p A:.Zﬁ?o\a,".‘.
ursa Anderson, ...
Fund/Org Access: Approval § Limit: *Required Select Copy from ID: ifis Andrews, M...

jsq7 Ansley, John v

Fund Access *required Organization Access *required
10000 | / Back to Main
A

I
/ .
I / X Banne.r Class MAR_GENERAL
|
|

is Req X
/ Add it via the General Access Form.

*This page is used for
Finance Fund/Org Access
is used for access/add'tl

/ access to fund(s)/org(s),
I / accessible via S5B. The
ed form should be

emailed with the attached

Em plnyee: I have read the Technol t quto the Busin ess Office
http:/ /www.marist.edu/it/infosecu rltvf pdfsfaun.pdf a nd ag ree to abide by the policy outlin ;vi;t:;;:l:ﬁ:gproprmte

Employee Signature: Date: *Signatures ARE required,
Supervisor: I app the access sted by the above empk}vee. If the user of tlle a compyfting account leaves please print this page,
the department, I will notify Information Tech y so the gather the appropriate

signatures and email with
attached pdf to the
Busi Office t it

Supervisor Signature: Date: Seanws Ollice to gram
Data Custodian Signature
Finance Data Custodian:

Christina Kearney or Lora Gannon - Donnelly 210 Back to
Other Access

Signature: Datg”

Finance - Securil

Implemented By(print name):

Signature:

Select user to copy same accessas OR print and save form and manually acct and orgs on form
Userid and name will pre-populated here

Signatures arerequired. 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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Dashboard
Options: |

¢ Repart
\/l B Oszg;s:l \/l

ePAF/Appr Access Request ™™  seecr e ores eow:

NOTE: To select th
*This page gets submitted directly to Human Resources NOT the HelpDesk code hnnlds:mn Th:“f_—mi"b::;" and

left click on the codes.
6/18/2022 10:11:05 AM ORGN_CODE ~ ORGN_TITLE
EXISTING ACCESS POSITION ACCESS **=*padditional Access Requested™®** 10 :;‘a fi_sj College ~
Time Approver Access: Time Approver Access: C_heck group(s) you will create/approve 100 Bor?rld ‘e#'fl- rustees
ePAF Approver Access: ePAF Approver Access: time or ePAFS for: 1000 Board of Trustees
PAF Role: PAF Role: o N 110 President’s Office
ha 0 b 0 Administrative Local 200 1100 President’s Office
GROUPS | ORGN CODE‘ | GROUPS | ORGM CODES CWA Security 1101 President Emeritus
= 0w i Seudents to bR
Faculty Temps £ >

Select the Organization/Codes you need access to:
ORGN_CODE ORGMN_TATLE

Back to Main

*Banner Class, MAR_HR_TIMEEPAF and
Webtailor Class, EPAFADMIN are Required
Add them via the General Access Form.

Existing Proxy Naghe(s): *This page is used for

to createfapp
time or ePAFS. The
completed form should be
emailed with the attached
pdf to the Human
Resources Department.

*Remember t¢ set-up/change

Dp
Employee: I have read the Technology Acceptable Usage Agreement
http:/ /www.marist.edu/it/infosecurity  pdfs/aup.pdf and agree to abide by the policy oufllined thérein.
*Signatures ARE required,
please print this page,
gather the appropriate
signatures and email with
attached pdf to the
Human Resources
Department to grant
access.

Employee Signature: Date:,
Supervisor: I app the quested by the above employee. If the user of the
the department, I will notify Information Technology so the t can be removed.,

'above fompuping account leaves

Supervisor Signature:

Data Custodian Signature
Human Resources Data Custodian:

Jessica Fenech, Matthew Hegedus, or Eva Jackson - Donnelly 120
Signature:

Back to

Human Resources - Securi
Implemented By(print name):

Other Access

Signature:

Select org codes, use Ctrl to make
Org codes will populated here when selegted
Select population you approve time for

Signatures arerequired. 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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Ar

\(ccess Dashboar

Options: Options:

Dashboard [ 8 Report | <

Page -1-
Add General or Additional Access

PRINTING INSTRUCTIONS
. Choose the PRINTER button
Add the following Access from this user and/or position. Back to Main Printer: Microsoft Print to
PDF
N Select Portrait Orientation
. Letter
Clizk Here to Change Fit Width to Scale
SalectAccess 5
1= page shows the
b —— o —_—_— Lt
+MAR_ GENERAL I HO MAR_GENERAL. aive SSB user GENEDM pelected fram the Select
Banner_Classes Argos_Classes BOMS_Cabinets ‘WebTsilor_Roles Access tab. a
*Signatures ARE required, Pt
please print both this page
and the Signature page, ey
gather the appropriate [Frasarioves e
signatures and email with
attached pdfs to the et Settings
Helpdesk to grant access. e |

Add Acce:
Signature Page

Back To

General Acc:

e are Y, remember
ePAF and/or Fund
uests.

Access
Bansecr Access: Molij Access: Workflow Access:
Class. Rele Headess Rele

Intellicheck Permissions Desc

Reprocess (fike copies)
Drint Check File Copies Localty
Print Diract Daposit File Copiss. .,
Woid/Unvoid tansactions
Positive Pay

Email Administration
Reconcilistion

Actions Audit

Intellicheck Access:
Dept_Code Dept | Type_Code Type A

zm
z0
=0

=m
=T
z=
z0
=W
zQ
zm

< LR >

Checkone [~ permanent Addition to Position Temporary Addition to Positifn  Access Untik:
Check Register Inwoice

Supervisor Name: Jiste
User Permission Report

MOTOZZCAUSMTOTMOODE

*Signatures ARE required, please print both this page and the Add Access Si
‘email with attached pdfs to the Helpdesk to grant access.

iature page, gather the required signatures and

~
w

18 items

Now you click Backto Main
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e e

Vacant
Vacant

FILLED_IND POSITION POSITION_DEPT  POSITION_TITLE

EMPLOYEE
Marist, Mary
Marist, Michael

Clear Form and move to proceed with next request
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Continue

CWID USERID
10000286  kbtGy
10105644  kbB3f

ROOM




