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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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ec 31,

January 1, 2010 mileage rate decreases to 50 cents per mile.

Pcard End-of-MMonth Staterment Review Timeline
Cardholder Reconciliation Period: 1st of month to 6th of month
Approver Period: 7th of month to 10th of month

Mext Document Destruction lockbox disposal day is 1-15-10

Business Services [OFEIXE

Standard_Enga%ement Contract for Mon-Employees
Links

This form is used to outline provision of services and to provide payment
for non-employees who complete a service or are receiving an
honorarium. Fefer to the Payables webhpage for details.

Sccounting Standard Engagement Contract for Mon-Emploveess (shart version)
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Click on Launch Argos in the Argos Reports channel.

) View Document January 1, 2010 mileage rate decreases to 50 cents per mile.
ﬂppruwe Documents
2 Budget Transfer Prard End-of-Month Statement Review Timeline My Banner OEkM
: Cardholder Reconciliation Penod: 13t of month o Gth of month B
Multiple Line Budget Anprover Period: 7th of month to 10th of manth My Banner
Transfer Farm

Mext Document Destruction lockbox disposal day is 1-15-10

i i Standard Engagement Caontract for Non-Employees
B.usmess Services DIFIX This form is use% to outline provision of services and to provide paymept Argos Reports DK
Links for non-employess who complete a service or are rec

hanararium. Refer to the Payables webpage for detal Launch &rgos

Standard Engagement Contract for Non-Employees (s

Accounting

Budget

Payables Financial Advisor [#[EF) | Training Documentation )
PCard Band Editor User Guide (PDF)
Procurement $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
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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.

2 Argos - Macalester College Z@“X‘

Fle Edt Vew Tods Hel

j:Loguut Back.  Fomward 0 Cut Copy Paste Dedte Impott  Export "0 Secuity  COOPSte ArgosHelp
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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




MACALESTER COLLEGE

&

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
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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

# | Business Services Reports
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These are the report types available. Click on a + by
the report type you want.

2 Argos - Macalester College

' File Edt Yiew Tools Help

@ e, )
logout  Back o CQut Copy

i.:-%:,." x

Daste Delete *  Inpot

?-Lr:: %

Export

@ & g

Publish ~ Securty  COOPSte Argos Help

FIEK

-/ Argos
B Macalester
. Business 2ervices
(= Business Services Reports
l Activity Code Report Y10
l List of Active Activity (ACTY) Codes

o Activity Code Report YTD

huthor: eastham
Date created: 12/10/2009 9:06:46 AM
Diate last modfied: 1/11/2010 9:45:56 4

Report Yiewer actions

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

Run this DataBlock as a QuickYiew Report

Run this DataBlock by lnading a saved state
hites Wiamtadir e nnkac nn thic MakaRlnck
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Click on the report you want to run.

¢ Argos - Macalester College

| File Edt View Tooks Help

AR A B X
' logout  Back  Fooward ¢ Cub Copy Peste Delete 5

&

Export

@ & M v

Publish ~ Security  CQOP Site Argos Help

Eiprer | qctaunch | Desttoads

" X
[=- 1/ Argos
= Macalester

|/ Business Services

[=}+ |/ Business Services Reports
=l ‘ fictivity Code Repart YD
= Activity Code Repart YTD
‘ List of Actre Aoty (ACTY) Codes

o Activity Code Report YTD

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

fiuthor: easthan
Date created: 12/10/2009 3:06:46 AM
Date last modified: 1/11j2010 9:45:56 AW

Report Yiewer actions

QuickView | Run this DataBlock s a Quickbiew Report
RunSaved | Run this DataBlock by loading a saved state

Mokes Yigwedit the notes an this DataBlock

Quicklaunch | Add a QuickLaunch for this DataBlack

Report Writer actions

MNew Report | Create a new Report fram this DataBlock
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Click on the Execute button on the top of the right hand column
that says Run this Report

2 Arpos - Macalester College

" File Edit Wiew Tools Help

| : ; iy : y Y 0
. 5d & B B X & B ® & 49
. logout | Back ~oriald :oCub o Copy Faste Delete @ Import ublisn Securiky COOP Sike Argos Help

......... = Activity Code Report YTD

X
5B diaie Report on Activity Code activity for the selected
B B Macakster fiscal year through the date the report is run.
./ Business Services
[= ./ Business Services Reports Author: eastham
g l Activity Code Repart ¥TD Date created: 12/10/2009 9:06:46 &M

Date last modified: 1/11/2010 10:27:29 AM

S fctiviey Code Report YD

& List of Active Activity (ACTH) Codes Report Viewer actions

N
Execute ) Run this Report

Fun this Report by loading a sawved state
Hakes Yiew/edit the notes on this Report

Dashboard | Add this report o your dashboard

QuickLaunch | Add & QuickLaunch for this DataBlock

Report Writer actions
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Select your values from the four drop down boxes. Then click
on Next at the bottom of the screen.

Fiscal Year
[~ B

Fund Code

3| Executing “Activity Code Report ¥ TD*

COrganization Code

100 - QOperating Budget - Unrestricter A
1000 - Operating Budget - Unrestricke
10000 - Operating Budget - Unrestric

120 - TEM & Start-Up
1200 - Start-Up
12000 - Stark-Up

120005 - Start-Up - Am Studies IR 4

715015 - Unrestricted Income-&en In s
715020 - Dining Jervices - en Inskibe
715025 - Facility Rental - Gen Inskitut
720 - Business Services
7200 - Business Services
72000 - Business Services B
720010 - Business 5 5

720015 - Accounking - Bus Sery

Activity Code
007 =

Multiple values can be selected
in some look up boxes.

<- Back Help

Jan 2010
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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] |
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Then your report will appear!

Re Preview

Close Df‘_*lm e =B _'rﬂ%-aH @
Thumbhails | Search Results a
Macalester College
Bedivity Code TrRrnssction Report For YTO throogh 128472009
Trargadion  Trars  Docurnernt
Cete Type  Code Description Arnourt
Fetiity Code - 1800
10000 TEOOI0 Toro0o 12152000 JEWS 0011294 Supplies 100.00
100000 20010 TOOoOS 121572009 JE1E 0011294 Bon Apetit A00.00
10000 TEOOI0 000 12152000 JEWS 0011294 Post Ofice 440,00
10000 TEOOI0 500 12152000 JENS 0011294 Telephore 50.00
100000 20010 TOFERO 12152009 JE1S 0011294 Speaker Fee 1000.00
Tota Pativity Code - 1500 2090.00
PAetinity Code - 00
100000 20010 TOH0S 12152009 JE1S 0011294 Star Tribune 200.00
100000 20010 To4000 121572009 JE1E 0011294 Dedta 300,00
100000 20010 04001 121572009 JE¥E 0011294 Hdiday hn 140.00
100000 20010 o002 12162009 JE¥E 0011294 Rdmb S0.00
Tota Fativity Code - 200 62000
Fetiity Code - oo
100000 20010 04004 12152009 JE1S 0011294  Rdmb Q0P 150.00
100000 20010 TO4600 12152009 JE1S 0011294 Bducation Conference T00.00
Totd Aotiity Code - o #50.00 b
Grand Total 330,00
W
Page 1 of 1
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You can scroll through your report using the arrows

in the upper left part of the screen.
——r— BED

Close [ o [0l 44 &= = B # o H @
Search Resulks 5
Macalester College
Bedivity Code TrRrnssction Report For YTO throogh 128472009
Trargadion  Trars  Docurnernt
Cete Type  Code Description Arnourt
Fetiity Code - 1800
10000 TEOOI0 Toro0o 12152000 JEWS 0011294 Supplies 100.00
100000 20010 TOOoOS 121572009 JE1E 0011294 Bon Apetit A00.00
10000 TEOOI0 000 12152000 JEWS 0011294 Post Ofice 440,00
10000 TEOOI0 500 12152000 JENS 0011294 Telephore 50.00
100000 20010 TOFERO 12152009 JE1S 0011294 Speaker Fee 1000.00
Tota Pativity Code - 1500 2090.00
PAetinity Code - 00
100000 20010 TOH0S 12152009 JE1S 0011294 Star Tribune 200.00
100000 20010 To4000 121572009 JE1E 0011294 Dedta 300,00
100000 20010 04001 121572009 JE¥E 0011294 Hdiday hn 140.00
100000 20010 o002 12162009 JE¥E 0011294 Rdmb S0.00
Tota Fativity Code - 200 62000
Fetiity Code - oo
100000 20010 04004 12152009 JE1S 0011294  Rdmb Q0P 150.00
100000 20010 TO4600 12152009 JE1S 0011294 Bducation Conference T00.00
Totd Aotiity Code - o #50.00 B
Grand Total 330,00
W
Page 1 of 1
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You can print your report using the printer icon.

2 Report Preview :

ose [ ][] 44 & = bb
Thumbhails | Search Results a
Macalester College
Bedivity Code TrRrnssction Report For YTO throogh 128472009
Trargadion  Trars  Docurnernt
Cete Type  Code Description Arnourt
Fetiity Code - 1800
10000 TEOOI0 Toro0o 12152000 JEWS 0011294 Supplies 100.00
100000 20010 TOOoOS 121572009 JE1E 0011294 Bon Apetit A00.00
10000 TEOOI0 000 12152000 JEWS 0011294 Post Ofice 440,00
10000 TEOOI0 500 12152000 JENS 0011294 Telephore 50.00
100000 20010 TOFERO 12152009 JE1S 0011294 Speaker Fee 1000.00
Tota Pativity Code - 1500 2090.00
PAetinity Code - 00
100000 20010 TOH0S 12152009 JE1S 0011294 Star Tribune 200.00
100000 20010 To4000 121572009 JE1E 0011294 Dedta 300,00
100000 20010 04001 121572009 JE¥E 0011294 Hdiday hn 140.00
100000 20010 o002 12162009 JE¥E 0011294 Rdmb S0.00
Tota Fativity Code - 200 62000
Fetiity Code - oo
100000 20010 04004 12152009 JE1S 0011294  Rdmb Q0P 150.00
100000 20010 TO4600 12152009 JE1S 0011294 Bducation Conference T00.00
Totd Aotiity Code - o #50.00 b
Grand Total 330,00
W
Page 1 of 1
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When you are done, click on Close in the upper left

corner.
3! Repart Preview : E®

réa 5 H e
el
Macalester College
Bedivity Code TrRrnssction Report For YTO throogh 128472009
Trargadion  Trars  Docurnernt
Cete Type  Code Description Arnourt
Fetiity Code - 1800
100000 TIOOI0 Toro0o 12152000 JEWS 0011294 Supplies 100.00
100000 20010 TOOoOS 121572009 JE1E 0011294 Bon Apetit A00.00
100000 TIOOI0 000 12152000 JEWS 0011294 Post Ofice 440,00
100000 TIOOI0 500 12152000 JENS 0011294 Telephore 50.00
100000 20010 TOFERO 12152009 JE1S 0011294 Speaker Fee 1000.00
Tota Pativity Code - 1500 2090.00
PAetinity Code - 00
100000 20010 TOH0S 12152009 JE1S 0011294 Star Tribune 200.00
100000 20010 To4000 121572009 JE1E 0011294 Dedta 300,00
100000 20010 04001 121572009 JE¥E 0011294 Hdiday hn 140.00
100000 20010 o002 12162009 JE¥E 0011294 Rdmb S0.00
Tota Fativity Code - 200 62000
Fetiity Code - oo
100000 20010 04004 12152009 JE1S 0011294  Rdmb Q0P 150.00
100000 20010 TO4600 12152009 JE1S 0011294 Bducation Conference T00.00
Totd Aotiity Code - o #50.00 D
Grand Total 330,00
b
Page 1 of 1
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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
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Or click on Back to select different values and run
another report.

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
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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



