%" Graduate How to Obtain Access to
College the Grad Advisor Portal

Arizona State University

The Graduate Advisor Portal exists in Salesforce but requires a specific PeopleSoft role and training to access. Staff with
access to other Salesforce roles (Case Management, Marketing Cloud, etc.) do not automatically gain access to the
Grad Advisor Portal. The access is also different from that for the Undergraduate Advisor Portal. Only graduate support
staff serving in an advising-type role should obtain access to the portal.

The first step to gain access is to submit the PS security request: Salesforce Grad Advisor Portal (ASU_FC_SF GP
Graduate Portal)

1. Log in to your MyASU and click on Service (make sure you are in Staff view).

ASU wyAsu
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2. Click on Access Requests.

IT Services

Request Services
Get assistance with your IT needs from an ASU representative.

You can also call us at (480) 965-6500 or 1-855-278-5080.

My Service Portal
Check System Health, report an outage, search ASU Knowledge articles

Service Catalog
Search all of our services for what you need.

Access Requests
Initiate or manage user access to various services.

ServiceNow Training
Become a ServiceNow expert.

3. Scroll down to click on PeopleSoft Security (listed under Identity and Access Management)
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S |Identity and Access Management ()

Access Management

Identity Management

Multifactor Authentication - Duo 2FA

Password Manager - Stache

PeopleSoft Campus Community o

PeopleSoft Security e

Single Sign On o

4. Click on PeopleSoft — Submit a Role Request

PeopleSoft - Submit a Role Req...

Submit a PeopleSoft Oasis Security
Request

Note: To check the status of your access request, click on PeopleSoft — Status of Role Request.

5. Enter your ASUrite ID (End-User’s UserID) and click on Continue.

ASU PeopleSoft Security Request

Requested Security Access ASURITEs and Purpose

@ - Enter the UserlD for which you are requesting a change, then click the Continue=> button. The
system will evaluate whether this is a new access request or one which has been started but not
yet submitted.
- Note: Fields which have a label preceded by an asterisk (*) are required.

*End-User's UserlD: |:|Q S — Continue =»

6. Enter the Purpose for the Access Request. The purpose should briefly explain why you need the access you are
requesting (example: | need access to the Graduate Advisor Portal for the graduate advising duties of my position).
Enter your supervisor’'s ASUrite ID (UserlD) and click on Continue.

ASU PeopleSoft Security Request

Requested Security Access ASURITEs and Purpose

*End-User's UserlD: View Employee Data

*Purpose for Access Request ( maximum of 2 lines)

254 characters remaining

*Supervisor's UserlD: Q Continue =>

Cancel/Reset
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7. Click on Add Roles.

___________ ﬁg_gﬁg_l_g_l_[g} __________ h Add Role Model Hide Current Unchanged Roles

8. Scroll down to find the role you need and check the box to the left of the role.

Under the heading Salesforce (FC) — Salesforce Group (SF)

(] Salesforce Acad Advisor Portal
Salesforce Case Management

Salesforce Chatter Only
Salesforce EdPlus Coach Portal
Salesforce Export Reports

00

Salesforce Grad Advisor Portal

(] Salesforce inContact User

9. Scroll to the bottom of the screen and click on Save and Return.

Save and Return _ Cancel and Return

Once the access request has been submitted, please allow at least a week for processing, as it requires several levels of
approval before access can be granted.

Before the Graduate College tech team can approve the PS security role, staff must complete the Graduate Advisor Portal
training course in Workday (unless it has already been completed). Staff must also gain access to Salesforce Case
Management and be listed in PeopleSoft under Academic Plan Extensions for their plan codes.

1. Complete the Graduate Advisor Portal course in WorkDay.
2. Confirm that you have been added to the Contacts tab in Academic Plan Extensions for your programs.

£ Contact Information Advising Teams
Contact Information Advising Team Name ‘ |
Assign iPOS Advisors Academic Plan ‘ Q |
Advising Teams

g Academic Prog ‘ Q|

[ Add New Advising Team
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https://www.myworkday.com/asu/learning/course/66f71f756cef1001f21aa04c98870001?type=9882927d138b100019b928e75843018d&record=538cee7ab09e1000c88395cf8b500000
https://graduate.asu.edu/sites/default/files/2024-05/academic_plan_extension_update_instructions_051524.pdf

3. After submitting your access request, your supervisor will receive an email to approve the PS security request.

4. You will then receive an email requiring you to acknowledge the PeopleSoft security request.

5. Once acknowledged, the SF Administrators set up the graduate advisor permissions in Salesforce and then will send
you a SF Chatter message once you have access to the Graduate Advisor Portal.
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