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Department Technology Security Reviewer Guide

Business Process Overview
This provides guidance to the Department Technology Security Reviewer on:

e How to request the required role
e How to change their FMS profile preferences related to notifications
e How to review and approve requisitions

Business Process Pre-requisites

e Complete the TAG Certification training
e Submit request for the Department Technology Security Review role

Obtaining the required Role in FMS

1. Access My ASU
2. Select the Service tab at the top of the page
3. Choose Submit a Request

& Arizona State ASUHome v My ASU Colleges and Schools +  Map and Locations v . Directory |
University  Search

My ASU

®_ Resources Service Teaching Profile

CS PeopleSofte! Gmail@ Canvas Google Drive ASULibrary®  View Morew  Custornize Shortcuts

IT Services Human Resources Services

Request Services Request Services

Get assistance with your IT needs from an ASU representative. Need HR assistance with benefits, payroll or employment?
% Live Chat © New Ticket My Service Portal © Submit a Request My Open HR Cases

You can also call us at (480) 965-6500 or 1-855-278-5080.
. Service Portal
Service Catalog Search the HR Knowledge Base for help

Search all of our services for what you need

Access Requests

Initiate or manage user access to various services D e L]

. . Full calendar
ServiceNow Training

Become a ServiceNow expert

- . Recognize a co-worker's
© Reporta age stern Hea acts of excellence. N Awa
CICLUERATWEIRR,  Serving Universily Needs

Facility Services

Request Services

Get on-site maintenance, repairs, keys, transfers, and custodial services.
© New Request My Requests
For urgent requests, call us 24/7 at 480-965-3633

Additional Services

Request help with updating or maintaining ASU work space
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4. Select Financial Management System

ml Arizona State
University

Home »

B Administrative and Business
Document Imaging and Management
B Finance and Procurement

Financial Management Systam
Human Resources

Reporting and Analytics

Student Information Systems

5. Then choose Workday Role Requests

Workday Role Requests 7
FMS Role Request Landing Page
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6. Select “Department Role Request”

Home ¥ Workday Landing Page Q
: 4
Approval Role Request Department Role Request Central Office Role Request
Request approval roles for Cost Centers, Projects and Request department roles by role grouping. Request central office roles.
Grants,
Verity Requests Review & Approve FMS Support
Review and verify active requests for Warkday roles. Check requests pending review and approval if you Submit 3 support request.

were selected as the reviewer.

My Active Role Requests

Approval Role Requests Department Role Requests Central Office Role Requests

No records found No records found No records found

7. Once selected, certain fields will autofill. Only fill out those highlighted with a
red star. Choose the Department Technology Security Review role.

8. The requester will receive notification once approved.
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Signing in to Workday/FMS

1. Access My ASU

2. Select the Resources tab at the top of the page

3. Select Financial Management System

Arizona State
University

AsU

Resources

Service

ASUHome = MyASU Colleges and Schools =  Map and Locations Directory | Jackie SIGN OUT

Teaching Profile

1:5_ear<:h_

Jackie Blessington

[Stuent JERN Guest ] i -3

csPeoplesoftey  omall @ Canvas GoogleDrive  ASULibrary  ViewMore~  Customize Shortcuts
Library
Search
Search for journals, articles, books, magazines, and newspapers, all in one search,
One Search v Q
Advanced Search
Borrow | Renew | Request %
Manage your library accounts, downioad E-Books, request materials.
Get Help %

Locate guides, tools, FAQs, contact info.

Training

General || Academic || Administrative
New Employee Orientation

Safety Training &

ASU Purchasing and Business Services

Transportation

Campus Shuttles
Valley Metro Bus & Light Rail

Platinum Pass

Financial Tools

Procurement

Find Information about procurement and comm

Expenses
Find tasks to create ex|

Financial

Financial Management System

General Software &

Sun Devil Fitness Programs '

Business and Finance
Check out resources to

1 more about FMS.

My Inbox
Access your

inbox.

Request A Worktag
Request a new Workiag in the FMS.

Create Journal Entry

Parking Permits
Parking Maps
Bike Resources

More Information

asks

ense reports & request cash advances.

Create a journal entry for accounting purposes in the FMS.

Create Cash Receipt

Learn how to make deposits at Cashiering Services.

Reporting

ess department rej

s and financial data.

STAR Budget System
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Setting Up Preferences Steps

1. Once you have signed into the FMS system, click on the Cloud in the upper
right-hand corner of the screen and select My Account.

2. Select Change Preferences.

& My Account

Organization ID

Change Preferences

View Signon History

3. Under the Search Preferences header, select All of Workday as your
Preferred Search Category.

Search Preferences

Preferred Search Category x Al of Workday =

4. Under the Channel section, select Email and set the below Parent Notification
Type: Business Processes notifications to Immediately. Click OK.

By doing this, you will receive an email when a requisition has been routed to you

for review.
« Notification Type: Approvals
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o Notification Type: Tasks
« Notification Type: To-Do’s

Natification Type

Fraquency

Netifization Type

Frequancy

Email
Parers Netificaion Type Alsess.
Mcbile Push Netification
Motification Type  Anmiversares
Pop-up natification Frequancy * | % Daily
Natification Type
Fraguency * | % Daily
Meotificaticn Type Garera Hotfcsioes
Frequency # | % Immedimely
Notification Type  Time OfF
Fraguancy *| % D
Parent Notification Type: Business Processes
Hotification Type  Azpeovais
Frequency | % Immedimely
Notificaticn Type
Fraguancy

* | x Daily

Bimasicn Mot fzic

W

| w Immedizay

Natification Type

Frequency

Tasks

* | % Immedimely

Naifizstion Type

Frequancy

| | Cancal
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5. Click Done on the Change Preferences review screen.

Change Preferences

glux1 / Geralyn Lux (actions)

Global Preferences

Default Locale English (United States) - en_US

Default Display Language English

Preferred Display Language English

Default Timezone GMT-07:00 Mountain Standard Time (Phoenix)

Default Hour Clock (from Locale) 12 hour

Default Currency usb

Search Preferences

Preferred Search Category  (empty)

Account Preferences

Preferred Home Page (empty)

ASU Purchasing and Business Services
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Requisition Review Steps

When

a requisition has been submitted requiring your review, you may access the

requisition by either clicking on the link from the email notification or from your inbox

within
inbox.

1.

FMS. For the purpose of this guide, we will be accessing the requisition from the

From the FMS homepage, select the requisition from the Inbox summary or click
on the Go to Inbox link.

BSU < 0

Welcome, On behalf of: Geralyn Lux

Inbox Applications
Bitemns 7 items
00058343, Requester: Jennder Fouty, Date: 09/26/2019, Amount: $60,000.00
e = ="k %
=) @ ﬁ o
4, Requester: Karen Chalmers, Date: 07/31/2019, Amount: §36.00
Purchases Procurement Favorites Work Instructions
o
3
= -
Department Custom Reports Department
Reference Reports
Reports

2.

ASU Pur

Click on the requisition you want to review from the Actions section on the left-
hand side of the screen. Additionally, you may select on the toggle in the upper
right-hand side of the Review Requisition screen to see the requisition in full
view.

BSlUl o~ 5 @
2. . Review Requisition
Visudag: A¥ gonk By Wesentt REQ-19-00058343

i o0t EXP-19-000191 76, e
Rittmusrn o 03/08/2007 for 815088

» Shipping Address
» Information

~ Date and Currency
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e Note: Information text appears in orange so you are aware of the reason you
are receiving the requisition for review

Review Requisition 7 »
REQ-19-00058343 aesee
Total Amount 60,009 Status In Progre

Line Total Amount  £0,000.00

3. Expand the Information section to review any Memo to Suppliers or Internal
Memo information.

@ Information

Company Arizona State University

Requester * Jennifer Fouty

Credit Card =
Requisition Type X Information Security =
High Priority

Sourcing Buyer

Submitted by Jennifer Fouty

Consolidate Requisitions on Purchase Orders

Exclude Ship-To Address when Consolidating Requisition Lines

Memo to Suppliers Please include PO number on all invoices and forward invoice to UTOPurchasingRequest@asu.edu
P
Internal Memo Bid Waiver dated 4/29/15
This is a monthly recurring invoice for our Enterprise Service for Website and Network Security.
4
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4. Review the Goods or Services line detail to note what is being purchased and
what supplier it is being purchased from.

~| Goods

B0
Image  Item Rem Description Supplier Mem Identifier Purchase Bem *Spend Category Fulfi@ment Source
tem

~ | Services

(5s
9 Descript £ Fub [ ol
No Data

5. Expand the Attachments section and review any documentation attached.

+ Attachments

Comment
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6. If additional steps are needed prior to allowing the purchase to go through, make
note of this in the Comments section at the bottom of the requisition, then select
the Related Actions button and Save for Later.

« If no additional steps are needed, and the purchase is allowed to move
forward, click Approve.

Note: By clicking Approve, you are stating that you have done your due
diligence in conducting the review to ensure the security of ASU systems and
data.

Add information related to the next steps and Save for Later

Process History

Karen Chalmers — Due 10/01/2019

Requisition Event— Step Completed
Approval by Central Accountant (ASU)— Mot Reguired
Integration: INT184_WIDs_To_MuleSoft_Studio— Mot Required

Check Budget— Not Required

Geralyn Lux — Due 09/26/2019

Review Reguisition— Awaiting Action Save for Later

Edit Worktag Defaults

Cancel

Send Back Add Approvers
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7. Once you have clicked Approve, the Success! Event approved screen will
appear. Click Done.

Success! Event appro‘\red| X B
Requisition: REQ-19-00058343, Requester: Jennifer Fouty, Date: 09/26/2019, Amount: $60,000,00 =

Up Mext Others Awaiting My Action

Cost Center Manages 334, Recuester; Karen Chakmers, Date

» Details and Process
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