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Overview

The Reinstate ARC/FinSys Access Application is designed to assist Columbia University users to
reinstate ARC and FinSys access lost within the last 6 months and to extend the access expiration date of
University consultants, temps and affiliates without interruption of access.

School or Unit’s DAF Administrator should review the Security Audit History report as needed to confirm
the User’s access to be reinstated.

Prior to the approval of the request, please confirm with your HR office that the employee has been re-
activated and is active in PAC. For temps, consultants and affiliates, please confirm that their UNI has
been activated or extended to a date after the access expiration date requested.

Access will be reinstated exactly as it was prior to the loss of access. Roles may not be added or
removed. If the User’s access should change after the loss of access, the user would complete the
Financial Systems Security Application (FSSA).

Requesting Access on the Reinstate ARC/FinSys Access Application

1. Please go to ServiceNow and log in with your UNI and Password.
2. In the Service Catalog in the Columbia University ServiceNow
Customer Portal, select:

» Finance

» Security Application Requests

> Reinstate ARC/FinSys Access Application

Tickets Approvals Catalog Native U Alma Ndiaye

@ COLUMBIA UNIVERSITY

ServiceNow Customer Portal

Home » Service Catalog » Finance » Security Application Requests

Q Security Application Requests
Departments Reinstate ARC/FinSys Ac... People at Columbia (PAC... Financial Systems Securit...
curt
@ Finance
Procurement Requests
Financial Inquiry Application Central Request

Treasury Requests
Human Resources

Get Help
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Completing the Application

Section 1: User Information

The Reinstate ARC/FinSys Access Application may be completed for yourself or on behalf of another
user. If you are completing this form for someone else, enter that user’s UNI in the “Requested For” box.

Otherwise, select your UNI.
1.1 Manager/Departmental Administrator Information

Enter the User’s manager’s UNI, or the person Jection 1 serinformation
in your department who is responsible for | ‘
reviewing and approving the access requested.
Once the UNI is entered, the rest of the

Manager’s information is auto-populated. oo

1.1: Manager/Departmental Administrator Information

User Type ManagersUn

je2015

Select the User’s employee type.
If other than a Columbia University employee, select
the employment status with the University.

D __Columbia Affiliate - expiration d

e Consultants/Temps (access should be granted for no more than 90 days)
e Affiliates (access should be granted for no more than 1 year)

Section 2: Extend/Reinstate Access

%+ Officer, Support Staff and Casual employees Section 2: Bxtend/Reinstate Access

Request Access Type

Columbia University employees (Officer,
Support Staff and Casual) can use this form to
reinstate access. Once one of these User Types is

selected, this is the only access type available. Reingtate Reason @

Reinstate Access

Extend Access

Requested By Name:
Alma Ndiaye
Requested For Name:

Mary Ellen Morris-Delaney

Manager's Name:

Jacqueline Erickson

Access may be reinstated or extended as a result of one of these specific circumstances.

Access can be reinstated for the following
two reasons:
e Return from a leave of absence

e Administrative Department Change in PAC.
The User’s PAC department changed but the
user did not change roles/responsibilities.

®  Return From Leave

For a Consultant/Temp or Affiliate, reinstatement or extension of access would only be related to the expiration of access,

Ifitis not related to one of these reasons, please use one of the other security applications to grant access.
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R/

<+ Consultant/Temp and Affiliate
Consultants/Temps and Affiliates can either reinstate
lost access or extend the expiration date so that there
is no interruption to the user’s access.

Reinstate Access: If a reinstatement of

access is required, please select Access Expired as the
reinstatement reason. Once the reinstate reason is
selected, the system will automatically populate the
updated start date and end date for each user type —
90 days for a consultant/temp and one year for an
affiliate. The end date may be edited to enter an
earlier end date.

Extend Access: If an extension of access is required,
once selected, the system will automatically populate
the start date and end date for each user type. The end
date may be edited to enter an earlier end date.

Section 3: DAF Approval Department

The DAF Administrators are the Senior Business
Officers for the school/admin unit who are

Section 2: Fxtend|Reinstate Access

*Request Access Type

® Reinstate Access

(O Btend Access

* Reintate Reasan @

Access may be reinstated or extended as a result of one of these specific circumstances,

For a Consultant/Temp or Affiliate, reinstatement or extension of access would only be related to the expiration of access,

Ifitis not related to one of these reasons, please use one of the other security applications to grant access.

(O RetumFromLeave
(O Administrative Department Change in PAC

®  ccess Expired -applicable anly for Consultant Temp or Afliae. |

Section 2: Extend/Reinstate Access
* Request Access Type

Reinstate Access
@  Extend Access

Start Date

2021-06-14

* End Date (change to an earlier date as needed)

2021-09-14

Section 3: DAF Approval Department

* DAF Department

authorized to grant access to a certain set of I
departments. |
Select the school/admin unit for the

departments to which access belongs. The form
will route to the DAF Administrator for review and
approval, after the manager has approved it. If the

Architecture, Planning & Preservation

Arts & Sciences

manager is the same as the requester, it will route
directly to the DAF Administrator for review and
approval.

Arts, School of the

Athletics

Business School

Click here for a complete list of departmentsand the associated DAF Administrator group.
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Submitting the Application

Once you have completed all necessary

sections of the application click on the
“Order Now” button. This will release

your application for approval to the selected
manager. If you are the manager, there is no @ Add attachments

further approval required, it will route to the
DAF Administrator.

Once the DAF Administrator approves the form

o , . . Reinstate ARC/FinSys A
it will be directed to CUIT. FinSys access will be added B 9
by the school/unit DAF Administrators. Requested Item
Number Task state
Once all steps have been completed, RITMO106203 Open
you will receive an email confirmation o —
that your request has been completed. Reretate ARG Fysheces | [ Requeste
Please note that the processing time should be
L . Opened Updated
within one business day.
2021-06-14 12:44:56 2021-06-14 12:44:57
Opened By Requested for
ac3558 v mms5040

Application Status

Once you have submitted the application, you will receive a security application number RITMXXXXXXX.
You should use this number to locate your application in Service Now or reference your application with
the Finance Service Center if you have any questions. You will also receive a request number
REQXXXXXXX. This represents your overall request, which may have one or more “item(s)” or
application(s).

A user can check the status - s s
of any application that they =2 0 _ e —_—
submitted. Click on

“My Service Requests”

in the left navigation bar 0 muw! Do wemess  Aus Vmw o s
and then click on the blue
arrow in the “Stage” column
to expand the status check.

el Pedrg- sttt

i
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In addition, a manager or

DAF approver can also

check the status of an
application that they have
approved. Click on

“My Approvals” in the left
navigation bar and then click

on the RITM number to view
the application. Once the
application has opened, click

on the information button to
the right of the Request field.
Scroll down to the Requested Items
tab, then click on the blue arrow
in the “Stage” column to expand

¢ = Requested tem- RTHOL06203

Number

RITMOI0E203

Opered  NOMGIALRAESE

the status check.

The stages that the form will pass through are

listed in the Stage column:
A green checkmark

® indicates a stage has been completed.

A blue arrow

= indicates that a stage is in progress.
Ared “X” indicates

= that the application was rejected.

Manager Approval Process

=)

tem Reinstate ARCFinSys Access 6 Updied  MOME41E152
Request  REQQLOION Updated By baf
OpenedBy 58 A D Fequesedfor  mmsi)
Name  Amaidiage Name - Mary Elln Moris-Delaney
Business Phaone % Prory  5-Plaming
Department  Controller 6) Tashstaie  Closed Complete
Departmenthumber 1414111 Approvl  Approved
Communication stte | ~None- Osomervalchlet & &
= Stage

Waiting for Approval (Approwved)
DAF Approval (Completed)
Security Setup (Completed)

Complete (Completed)

All Finance security requests must be approved by the manager of the applicant. If you are listed as the
manager on a security request, you will receive an email notification instructing you to log into
ServiceNow and approve or reject the application. The email will indicate what type of application it is
(“Reinstate ARC/FinSys Access”) and the employee that submitted the request.

Steps for the Manager to Review and Approve a Security Application

1 Log into ServiceNow using the link provided in the email.
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= Kpmig = ot descrton = st Goup St v H

2 In the left-hand menu of ServiceNow
click on “My Approvals”. From the list of
security applications awaiting your approval,

Bt MRS e Cenlbeulfinavelther  NOLGLALME0S S

Reinstate ARC FinSys Access. Ceotral\General Finance Other NOOPMLRR0E S8

click on the RITM number you need to review. il B B R B
If you have multiple requests pending, cac B = =
you will need the RITM number to differentiate | B e
. . ) Cloomed BN Rronted e RIMOOGIES  PenateARCFinSyshecess  CeotolGeolFinanceOber — NLG08132800  ackse
the items on your list. e mns ek e e
oot s Rt B0 WiuteMCPRSphes ColplteolfuaeDer  NRKGOISSR S

loproed 3558 Respasted Ree RITMOL061T) Reinstate ARCFinSys Access. CentralGenesal/Finance/Other HOBATISENSE S8

3 Once you click on the RITM number, a

copy of the application form will open for your (=] Secton 1 User nformation

review. Information about the application and sk Whoareyourequesting acces for?
the applicant is listed at the top. Once you are 1 requestingacess o mysl
done reviewing the application, click on the @ am requesing acces for another ser
arrow in the upper left corner of the request to ——— R —
return to your approval list. ackss @ Aimalidiye

Requested For. Requested For Name:
4 If the user completed the application on mms40 ® wary lle Mors Delaney
behalf of another user, the user’s UNI and TTWarag
name will be listed in the “Requested For” Sk anagers UK anagershame:
section. This is the user who will be receiving st ol Amaaizye

the access requested.

5 From the approval list, click on the [ S R v

“Requested” link in the “State” column

next to the application you have just s [mos P r—— 0
reviewed. An approval screen will open. R

To approve the request, click on “Approve”.

To reject the request, click on “Reject”. " - -
The email notification that the manager .

received to inform that approval is pending
also contains hyperlinks to approve or reject
by email. e | [ [ oo | [

Approver acissh

®  Reqesied

6 Once approved, the application will be removed from your “My Approvals” queue, and sent to the DAF
administrator for his/her review and approval.
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DAF Administrator Approval Process

All Finance security requests must be approved by the DAF Administrator for the departments to which
access is being requested. If you are listed as the DAF Administrator on a security request, you will
receive an email notification instructing you to log into ServiceNow and approve or reject the
application. This notification is sent after the manager has approved the request and will indicate what
type of application it is (“Reinstate ARC/FinSys Access”) and the employee that submitted the request.

Steps for the DAF to Review and Approve a Security Application

1 Log into ServiceNow using the link provided in the email

2 In the left-hand menu of ServiceNow fepoa

click on “My Approvals”. From the list = S Sy Sowiin  Swipemins  Sowdy ot

of security applications awaiting your

foproved 3558 Requested Item: RITMOLOGN3 Reinstate ARC/FnoysAceess  Central General Finance Other NMHFUDER  alss

approval, click on the RITM number ) ) _ - -
X . 0 Bequested | 23558 Requested Hem: RITMOL0SX2 Reinstate ARC/FinSyshccess  Central/Genera Finance Other NIHEMDME  adsss
you need to review. If you have multiple
. . . ) o hpmed 2055 Requested Item: RITMDL0G194 Reinstate ARC/FnoysAceess  Central General Finance Other N6 adssh
items pending, you will need the N -
RITM number to differentiate the [ * oo a5 Reousid e TMLORIES  ReiiaeMRCFiSyshcres  ContalCemealFinceOther DG it
items on your ||St J‘, Approed 3558 Requested item: RITMOL06184 Reinstate ARC/FinoysAccess  Central General Finance Other NUEBIAMBE  adkss
j: fpprowed 23558 Requested Hem: RITMOL0S183 Reinstate ARC/FinSyshccess  Central/Genera Finance Other N2 adsss
3 Approed 3558 Requested item: RITMOL018L Reinstate ARC/FinoysAccess  Central General Finance Other NUEATISHL  adssg
: Mpprowed 3558 Requested Rem: RITMOIOGISN  ReinsiateARCFnSysAceess  ContralGeoeral/Finance/Other —~— NZMGATISS  acdid
| | ? Approed 3558 Requested item: RITMOL0LTY Reinstate ARC/FinoysAccess  Central General Finance Other NUEATISSES  adssd
3 Once you click on the RITM number, ¢ = bt st Y R e m§¢ "
a copy of the application form will open
. .. Fpgroer | ac3E [0} Crestedby | acis5d
for your review. As the DAF Administrator, = — E
ite equests Aporoaing | Requested Rem: RITMOL0G202 0
you have the ability to make changes to the st [T
access requested directly in the form. Once s
you are done reviewing and making any
. . Surmaryof e being approvec:
necessary updates to the application, e ot -
Click On llSaveII to Save your Changes‘ :7 ¥ Reinstate ARCFinSys Access 000 1 S0
You can click on the back arrow in the

upper left corner of the request to ‘
return to your approval list. You can also T
scroll to the bottom of the application

to locate the Approvers tab.

Updite | Save | Agpom | Refct
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4 From the approval list or Approvers tab,
click on the “Requested” link. An approval screen will open. To approve the request, click on “Approve”.
To reject the request, click on “Reject”. This will cancel the existing request.

5 Once approved, the application will be removed from your “My Approvals” queue, and send to CUIT
for processing.

6 The School or Unit’s DAF Administrator should update any FinSys access to be reinstated or extended.
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