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Log into 1600grand using Internet Explorer for PC users. Start
at the Business Services tab.

2N Macalester College Campus Portal - Microsoft Internet Explorer
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Links
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Click on Launch Argos in the Argos Reports channel.
If you don’t have this channel, please contact
Business Services at x6377.

B View Document January 1, 2010 mileage rate decreases to 50 cents per mile.
ﬂpprwe DocLments
2 Budget Transfer Prard End-ofManth Statement Review Timeling My Banner o=
: Cardhalder Reconciliation Penad: 15t of manth 1o bth of month 0]
E Multiple Line Budget Anpraver Period: 7th of month to 10th of manth My Banner
Transfer Form
Mext Document Destruction lockbox disposal day is 1-15-10
: : Standard Engagement Contract for Non-Employees
B.usmess Services DEX This farm Is usea to outline provision of services and to provide payment Argos Reports e
Links for non-employees who complete a service or are re
hanoranum, Refer to the Payables webpage for det < Launch &rgos
Acounting Standard Engagement Cantract for Nan-Employees (S
Budget
Payatles Financial Advisor [EF) | Training Documentation -
PCard Band Editor User Guide (PDF)
Pracurement $120,000,000

Student Accounts $90,000,000 }..
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The Evisions web page opens. Click on Argos in the left hand
column.

File Edt ‘iew Favorites Tools

2 Evisions Map Server - Microsoft Internet Explorer

Help
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&

ns Map Server - Microsoft Internet Explorer

Then click on Start Here.

it Miew Favorites  Tools  Help

i tJ EJ E‘j «f;j pﬁearch ‘-ﬁ\\?Fa\anrites @ Eﬁ, H:;: W D ﬁ ﬁ
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| Intellecheck ‘ /\
| Admin Config ‘ q ( Start Here ) ‘
| Evisions Helpdesk ‘ v
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* A Login box will appear, enter your Username
and Password (same as Banner). Click on the Login
button.

sername Faorget this user

castham L

Password

Remember this user

[ ]remember the password For this user
Edit Servers Server: Macalester Argos [ argos.macalester.edu )

Tip: To access in-produck help press the F1 key

Login || i—ancel | | Help
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&

Argos opens.

@ Argos - Macalester College Z@HE‘

Fle Edt View Taok Hel
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&

Click on the + next to the Argos folder icon.

2 Argos - Macalester College

| File Edit Wiew Tools Help

L &« = |4 B2B@a X B B ® &

I:Lc:gc:ut Bt Farward i Cut  Copy Paste Delcte Import Export Fublisn Security

| Explorer iQuickLaunch | Dashboards |

./ <Root |
‘ & 7 . Argos
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&

Click on the + by the Macalester folder.

2 Argos - Macalester College

" Fle Edt View Tools Heln

| - » 4 B R X B B i =]

Logout  Harl Forward i Ut Copy Paste Delete Imnpark Export fuolsn Security
| Explorer | cuickiaunch | Dashbnards| -
X “ ' | <Root |
f i X
- * v ./ Prgos
= Argos
N . Macalester
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Click on the + by the Business Services Reports
folder.

2 Argos - Macalester College

‘ Fle Edt View Tooks Help

g | &« = 2@ X & & 0 & |
] Logout  Hac Farpard :oGut  Gopy Faste Delete Import Export Sublsn o Security  COOP Site. An
Explorer iQuickLaunch l Dashbnards.i _'_,_)I “Root Foldar:
i BLNE, - Argos

= Argos
&- i Macalester
- Busioe
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These are the report types available. Click on a + by
the report type you want.

2 Argos - Macalester College

" Fle Edt Wiew Tools Help

B e, FBRXIE B @ 8 & o

w

logout  Back  Fowad o Cub o Copy Fese Delete - ot Export Publish  Security  COOP Site: Argos Help
Explorer | quj ;
v (itancy T o Look Up Fund Balance
” x
g B o Click on the plus to access the report to check
G- Mecster fund balances.
|| Busingss Services fithor: easthan
O Business Services Reports Date created: 2(9/2010 9:23:40 AM

N Diate last modified: 2/10/2010 9:44:21 AM
‘ Activity Code Report Rey and Exp ¥TD

l Activicy Code Repart YTD Expense Orly Report Viewer actions

List of dctive Ackiviey (RCTY) Codes Quick¥iew | Run this DataBlock a5 a QuickYiew Repart
M} Loak Up Fund Balance

Run3aved | Runthis DataBlock by loading a saved state

Notes Viewfedt the notes on this DataBlock

QuickLaunch | &dd a QuickLaunch for this Datalack
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Click on the report you want to run.

2 Argos - Macalester College

" File Edit ‘iew Tools Help

:!EI'% \ S CK' B x ?{%:; % @ é EE 7

Logout  Back orward  |¢ Guk Copy Faste Delele oot Expatt Publish  Security  COOPSite Argos Help
Explorer | o l
O | e e &% Look Up Fund Balance
.' : " x
5B s Click on the plus to access the report to check
fund balances.
=/ Macalesker
|| Business Services futhor: eastharn
= Business Services Reports Date created: 2/9/2010 9123140 AM
N Date last modified: 2/10/2010 9:44:21 AM
l fctivity Code Repart Rew and Exp ¥TD

Report Yiewer actions

=

l tctivity Code Repatt ¥TD Expense Only

o List of Active Activity (ACTV) Codes Quick¥iew | Run this DataBlock as a Quickifiew Report
l Laogk Lo Fund Ralance

RunSaved | Run this DataBlock by loading a saved state
= Look Up Fund Balance —
Notes View/edit the notes on this DataBlock

(Quicklaunch | Add a QuickLaunch far this DataBlack

=

I
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Click on the Execute button on the top of the right hand column
that says Run this Report

2 Argos - Macalester College |._|E|®
" File Edit Wiew Tools Help

B e, 9 . B X @ & i ] a RE (7]
© Logout | Back rward |2 Cub Copy Faste Delete |1 Import  Export ublsh Security COOCP Sike Argos Help

......... =1 Look Up Fund Balance

X
21 hrgos Use this report to check the fund balance
= Macalester available,
./ Business Services Authar: easthan
= Business Services Reparts Date created: 2/9/2010 9:23:41 &M

Date last modified: 2/9/2010 9:23:41 &M

=+

l Activity Code Report Rev and Exp YTD
l fictivity Code Repart YTD Expense Only
l List of Active Ackivity (ACTY) Codes
‘ Laak Lp Fund Balance

Report Yiewer actions

/7
’ Run this Repart

—

[+

[+

o

RunSaved | Run this Repart by loading a saved state

Loak Up Fund Balance

Motes View/edit the notes on this Fepart

Dashboard | Add this repart ta your dashboard

QuickLaunch | Add a QuickLaunch for this DataBlock
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Click on the fund and fiscal year you want to look up a balance
for. Then click on Next at the bottom of the screen.

4! Executing “Look Up Fund Balance®™

B=1[E3

Select Fund Mumber

200000 - MSF-Hevman-Ulkrafast Terahe

200001 - NSF-Yarberg-Equipment Acguisition B
- NSF-Davis-Fluckuating Resources
200003 - MNSF-Brisbois-Subctrct Willamette

200004 - NSF-Rogers-Collaborative CO Call
200005 - NSF-Overvaorde-Equip. Acquisition
200006 - MSF-Hevman-Subort-CSE

Select Fiscal Year - Use the last bwo digits of the fiscal year, such as '09' or fiscal vear June 1, 2008 thru May 31, 2009,

=
11

12

_____ ﬁ =)
> I3
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Click on Preview. The message “Processing. Please
Wait.” will appear. This can take up to a minute.

d! Executing “Activity Code Report YTD*

Your report is now ready to be executed, Please choose the execution option belovw that best suits vour needs,

] Preview this report

] Click. this button ko choose from a wariety of formats to save the report,

] Save the repart ko a temporary file and then email the File to one or more recipients

Presview
[ Save ko File
[ Email
[ Prink

] Print the report to a local prinker

If your report does not appear after a
minute or you have any other problems
please call Nancy x6577 or Tracy x6567

o] |

Help I
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Then your report will appear!

2 Report Preview : g@rzl
O Kedph +é o H @
{ThumBRal [ Seorch Results | =
[
Balance for Fund 221304 Adams, William R. - WR End Sch
in Fiscal Year 10 as of 2/16/2010is 90.32
Brackets around the balance (x,xxx.xx) indicate the fund is overspent.
Page 1 of 1 A
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&

If the fund has been overspent, there will be brackets
around the amount. (X,Xxx.Xx)

X

Close Dﬂ]i«@‘*» i) '#H L2

 ThumbHiails §| search Results

Balance for Fund 221304 Adams, William R. -WR End Sch

in Fiscal Year 10 as of 2/16/2010is 90.32

Brackets around the balance (x,xxx.xx) indicate the fund is overspent.
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&

You can print your report using the printer icon.

2 Report Preview : |:| |E| le

Balance for Fund 221304 Adams, William R. - WR End Sch

in Fiscal Year 10 as of 2/16/2010is 90.32

Brackets around the balance (x,xxx.xx) indicate the fund is overspent.
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When you are done, click on Close in the upper left
corner.

« neport Preview : E@@
el e '8 &5 H @
Tt Search Results A

Balance for Fund 221304 Adams, William R. - WR End Sch

in Fiscal Year 10 as of 2/16/2010is 90.32

Brackets around the balance (x,xxx.xx) indicate the fund is overspent.
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Then click on close again in the bottom right of the
next screen.

d! Executing “Activity Code Report YTD*

Your repork is now ready to be executed. Please choose the execution option belovw that best suits vour needs.

I Preview l Preview this report

[ Save ko File ] Click this button to choose from a wariety of formats to save the repart,

[ Ermail ] Save the repart ko a temporary file and then email the file to one or more recipients
[ Prink ] Print the report to a local prinker

Feb 2010




MACALESTER COLLEGE

Or click on Back to select a different fund you want
to check the balance for.

d! Executing “Activity Code Report YTD*

Your repork is now ready to be executed. Please choose the execution option belovw that best suits vour needs.

I Preview l Preview this report

[ Save ko File ] Click this button to choose from a wariety of formats to save the repart,

[ Ermail ] Save the repart ko a temporary file and then email the file to one or more recipients
[ Prink ] Print the report to a local prinker

dose | [ meb |
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To exit Argos, click on the Logout icon in the upper

left of the screen.

2 Argos - Macalester College

Wiew Tools Help

iC O
o (7]

Security COOP Sike Argos Help

| Dashhoards |

= Argos

& Macalester
: Business Services
Business Services Reports
& Activity Cade Repart ¥T0
ws  Activity Code Report ¥TD
=2 ‘ List of Ackive Activity (ACTY) Codes

=a Activity Code Report ¥TD

Report on Activity Code activity for the selected
fiscal year through the date the report is run.

Author; eastham
Date created: 12/10/2009 9:06:46 AM
Diate last modified: 1/11/2010 10:27:29 AM

Report ¥iewer actions

Run this Report

Run this Report by loading a saved state
View/edit the notes on this Report

Add this report ko vour dashboard

Add a QuickLaunch For this DataBlack

Report Writer actions

Edit the details of this Repart

Edit the raw object data that defines this Report

Delete this Repart

DataBlock Designer actions

Schedule this report for execution | distribution

Edit the security settings For this Report

server: Macalester Argos user: eastham role: DataBlock Designer
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&

You can then close the Argos window.

" Fle Edt View Todk Help

':Login Bart Foward |0 Cub  Copy Paste ‘.'-‘."i-‘:"i-ii Impart Expart Puplish  Securfty. | CODP Site drgos Help
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Also close the Evisions window.

< Evisions Map Server - Microsoft Internet Explorer |:|@||E

File Edit ‘iew Favortes Tooks  Help

@Eack - \u‘) B @ i’h ‘.D Search 'fj’Favo‘rites @ b" \\_;; ﬂ;‘ % E‘ ﬁ ﬂ
3

fddress

http:fiargos.macalester.edu/ ¥ Go ﬁ@nvert - @Se\ect

el

evisions

Main Page (
Client Launcher
Intellecheck
fdmin Config
‘ Evisions Helpdesk

i 36

Step 1
Find the Infarmation Bar at the top of this screen,

W | g o s sacm ¥ s 0% = 1 Pooe = ool

9 bt wanls o ol he el sony WP et LiverslLuncher T Gl Evions Sbtios, T, 1 you s the nebeke o Ut
addon and wantto instalt, chck Bere...
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&

Please call with any questions!

<
» Nancy Eastham x6577 36 2 Q €2

» Tracy Arndt x6567

» Dave Berglund x6234
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