Facilities FFRA Systems
Security Access
Management

This job aid helps you complete the Central Security Access Form for Facilities Management.
For each function that you need below, make the corresponding selections on the Central Security
Access Form.

Central Security Access Form Help

1. |In Section A on page 1, complete the demographic information and Request Type.

[SECTION A ]

*Date

*NetID

*Name [Last, First MI]

*HR IS EMFLID

Title

MU Email

Lepatment

Wark Phone

REQUEST TYPE [Check all that apply)
To=dd auser, select the appropriate boxes) below, then complete sectionis) B-h.
Toinactivate a us er, select the appropriate boxges) belaw, zign, and fonward form to cafesecurity i@ northes tern. e du.
To modify access, select bodes) below, then select addfdelete a= appropriate in sectioniz) B-hd.

MUFinanzials (Section B, F2—H, J-hd) O aAaDD O INACT IWATE [0 wMOoDIFy
Wor kil owe [ Section £ O ADD O INACT WATE O MODIFY
Rone Lewel Security (Section [0 O aDD O INACTIMATE O mMOoDIFY
Facilities Management (Section E) O aDD O INACT IWATE O mooIFY
Grants Management (Section F) O aDD O INACT IWATE O wWoDIFy
Scituest (Section HZ) [ ADD [ INACTIMATE [ MOOIFY
Is thig a School or Department transfer ? [ Ye= [ Ha

2. |In Section B on page 2: General Access:

In Cognos Reporting, select the report folder(s) as needed.

In Travel and Expense Access, select the expense access, as needed.

In Procurement Access, select purchasing and payment access, as needed.
In General Ledger Access, select general ledger access, as needed.

In FAMIS Web Based Roles, select FAMIS Self Service access, if needed.
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3. |In Section C on page 3: Workflow:

o If you have responsibilities to approve transactions in NUFinancials, specify Departments or
Projects

Specify Departments andfor Depart ment Tree Nodes

Dept Approwal, Lewel 1 ($0-51,499) ] ggflnoue
Add
Remaowe
Aod
Remaowe
Add
Dept Budga Approvwd Remoue

Dept Approwal, Lewel 2 [$41,500-54,993)

Dept Approwal, Lewel 3 [($5000=nd up)

Praojects

| Add
Remaowe

. Add

Project Pre-Approwsl ™ Rermave

| Aad

|| Rernowe

4. |In Section D on page 3: Row Level Security (RLS):

¢ In order to be able to see data on Cognos reports and on NUFinancials inquiry menus,
specify Departments and Projects.
e Select to view payroll detall

Add
R e
Specify Depart merts or [Jadd
Department Tree Hodes [ Rernowe
Add
Rerncuw e
Add
Rerncwe
Specify Projects Eggsnwe
Add
R 2

SALARY ACCESS

Pmvides the apilfty to view paymol detad by enplovee for 2 depafwents [Add
Fmd poyects witee muw lers secunity has been indicated. [ rermove

5. |In Section E on page 4: Facilities Management Access:

o Read through the FAMIS roles and select appropriate role.
¢ In Cognos Reporting, select Facilities to have access to Facilities Cognos reports.
¢ In Ad Hoc Reporting Access, select to have access to Cognos Ad Hoc Reporting.

E E COGHOS Reporting, Generate and Mewreports in central folders indicated balow

O O Facilities FAuocess to delivered reports inthis folder. (CEN_FACILITIES)
Ad Hoz Reporting Access

O O cosHos Cognos Ad Hoc Repaorting.

O O ov-HU-Querny Wieamer Run public MUF inanciak queries.

O O @v-NU-Query Create Create HUF inancials queries.

Procure necessary approval signatures and submit to:

6. Financial Operations IT
619 Clark #118
Evanston Campus
Fax: 847-467-3070 or cafesecurity@northwestern.edu
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