Accessing the Equity Scorecard — “How To”

The following instructions will allow you to access to the Equity Scorecard, which is included in
a Power Bl app entitled ‘Minnesota State Equity Scorecard’. You will only need to complete the
following steps one time to obtain access to the Equity Scorecard.

There are two key actions for obtaining access to the Equity Scorecard
e Requesting Security Access; and
e Accessing the Equity Scorecard in PowerBI|

An Accompanying video overview on requesting report access is available online on the IT
Connect SharePoint Site.

Action 1: Request Security Access
There are eight (8) steps for requesting security access listed out below.

Step 1: Login to Employee Home and access Security Administration under Employee
Applications

Employes Home

Dashboard My Profile My Jobs My Settings ISRS Reports

Video Tutorial: Employes Home Introduction; Employes Home Resources and Links;

Annual ISRS Security Recertification Process =
Employee Applications
L] sheet - Request, review, or approve employee time and leave
Security Administration - Requesting and approving ISRS security requests
an annual review and recertification of user

Jrity Recertification QRG for Approval

Note: If you are working remotely, you will need to utilize the virtual desktop
environment (VDI) application VMware Horizon Client on your computer to access the
Security Admin tool above.

Step 2: Once you are logged in, select which institution you are wanting to request your
security access for in the upper left corner

Arica Shara | Svstem Gz 1503002 DREUton!



https://eservices.minnstate.edu/employee/public/
https://mnscu.sharepoint.com/sites/its/Resources/Security%20Request%20Training.mp4
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Step 3: Access the Web Dashboard

MINNEGOTA STATE COLLEGES & UNIVERSITIER

ISRS Security Administration Application

ks will opan in new tab or in & new window depending on your browser settings.
MINNESOTA STATE

) Documentation and Training Materials
Hem ®» Dooumentaion

Dashboard Halp
» T Saven Dese

Step 4: ‘My Web Roles’ section displays a list of all security roles that you are already
assigned to. Click Add Web Roles.

MINNESOTA STATE COLLEGES & UNIVERSITIES

M Web Dashboard

MINNESOTA STATE

¥ Web Roles <
{expand all} @ Add Web Roles & Remove Web Roles [ View All Web Request History

Hame Status _I}:g:st ‘Web Role Name Start Date/Time End Date/Time
Dashboard Pending @ #)  Add AC_CAMPUS_LEASES (B © 12/06/2020 00:00:01  12/31/2021 23:59:59
Uniface Active AC_REPORTS_QUERIES_COA_VIEW =Y 01/01/2020 00:00:01  12/31/2020 23:59:59
Web Future AC_REPORTS_QUERIES_COA_VIEW @ 01/01/2021 00:00:01  12/31/2021 23:59:59
User Maintenance Pending @ ) Add AC_TRAN_MODIFY (B © 12/07/2020 00:00:01  12/31/2021 23:50:59
TS Pending @ )  Add AC_TRAN_RECEIPT & 11/13/2020 00:00:01  12/31/2021 23:59:59

Pending @ ]  Add AC_TRAN_RECEIVABLE & 12/07/2020 00:00:01  12/31/2021 23:59:59
Incompatible Security Pending @ F}  Add AC_TRAN_TRANSFER @ 12/07/2020 00:00:01  12/31/2021 23:59:59
Approval Managers Active API_STUDENT_AR_VIEW 2 (% © 10/23/2020 00:00:01  12/31/2020 23:59:59

Step 5: Requesting Web Role

e Leave Approval Group as “-All-*

e Enter ‘ENTPR’ in the Role, Permission, or Report Name/Number
Click Search

MINNESOTA STATE COLLEGES & UNIVERSITIES

Web Roles Search

Approval Group:

Role, Permission, or Report Naj
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Step 6: Select the associated check box(es) for the Equity Scorecard, which is titled
‘ENTPR_RPTG_EQ_SCORECARD’ and select ‘Add Checked Web Roles’.

e ‘ENTPR_RPTG_EQ_SCORECARD_RES’ —this role should be used by individuals on
a campus who will need access only to data for their campus

e ‘ENTPR_RPTG_EQ_SCORECARD_RES_SW’ - this role should be used by
individuals in the system office who will need access to data for all campuses
(NOTE: If your StarlD is affiliated with a campus, you will only be able to access
data for campuses that you are affiliated with; selecting the SW security role will
not grant you greater access.)
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Tarrence Robertson | System Offi (changs mstibution|

*
M

MINMESOTA STATE

Web Roles Search

Approval Group: |- A1-- ~|

Role, Permission, or Report Mame/Number: enip

ek #ole Hame
ENTER_KFTG_ACAL_FROG_LOW
ENTER_RFTG_ACAD_PROG_LOW_SW
CNTRR_RFTE_CUST_TRN_HIGH
ENTFR_RFTG_CUST_TRH_HIGH_SW

ENTRR_RFTE_DEGREE_MIDIT_HES_SW

ENTFR_RFTE_DVLFR_INSTITUTION
CNTFR_RFTE_DWLFR_SYSTEMWIDE
ENTFR_RFTG_EMFL_COMP_HL
ENTE! 2
ENTFR_RFTG_EQ_SCORECAAD_RES

EZmE=

&1 Web Roles found

FaI Customzed Train High SW

PRl iegree Audit Restricted

Pl Degree fudit Kestricted 5w
POl Dy Environmert wiRLS

) FOI Dev Cnvirenmert W
& ParEmpl Comp High

= Fa1Empl Comp High 5w

nparaval Group

Entpriate; Academic Frogs
Entpriats; Academic Frogs SW
Entproate; Customized Train
Entproate: Customized Train SW
Entpridats: Degres Audit
Entprijate; Degree Audit 5w
175 Dev-Test

175 Dev-Test

Entproate: Finance

Entproata: Finance 54
Entproata: Equity Scorecard

\Web Permiszions | Reparts

LNTFFR_RFTG_LQ_SCORLCORD_FES_SW | W
o 1T Long Description: This raie alows aocess ta the reparts ir the
e el | Hinnesota State Equity Scorecard apaication
ENTFR_RFTG_FACILITIES 50 | of Do tution. The data
| lass rts is restrcted and
ENTFR_RFTG_FINANCE Tax they are i ystem Office - Céfice of
ENTFR_RFTG_FINANCE_TAX_SW 1 L £5

ENTPR_RFTG_FINANCIAL RFTG Pl Financal Reperting

Pl Financal Raperting SW

EntprData: Financal Rptq

[ ENTPR_RPTG_FIMANCIAL RPTG_SW Entprliata: Financal Rptg SW

ENTFR_RFTG_FINRECIF_RES FEI Fin Recip and Tuitien EntprDats: Finance

Step 7: Confirm your request and enter a comment as to what you need to accomplish in
your job that requires you to have access to the report

MINNESOTA STATE COLLEGES & UNIVERSITIES

M

MINMESOTA STATE My Web Roles »

Request to Add Web Roles

wfirm Web Role Start/End Dates andior Add Comments

Overlapping dale ranges found for ENTPR_RPTG_ACAD_PROG_LOW.

Start Dale/Time End Dale] Time Commel

@ ENTPR_RPTG_ACAD_PROG_LOW 12912020 -
' i
@ ENTPR_APTG_CUST_TAN_HIGH 12312020 v

@ ENTPR_RPTG_DEGREE_AUDIT_RES 12712020 famaz | ¥

@ Add Adcitional We Rioles

Step 8: After you complete your request, wait for it to be approved. You will receive an
email when this occurs.
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Action 2: Log in to PowerBI and add the Equity Scorecard App

Step 9: Once you receive notice that your have gained security access to the report, log in
to PowerBl using your starlD on the web at https://powerbi.microsoft.com/en-
us/landing/signin/

Note: You do NOT need a Pro license to access Enterprise reports, but you will need to
login to PowerBl through your Microsoft 365 portal.

Step 10: Within PowerBI, click on the Apps menu on the left-hand side of the screen

Power Bl Apps

ft Home
+ Create
B Datasets
<

Gaals

& Shared with me

[ Learn

Ch Workspaces »

o My workspace ~

Step 11: Click the yellow ‘Get apps’ button in the upper right corner of the screen, then select
‘Organizational Apps’ in the popup.

Power Bl apps
Get apps
Install apps that provide actionable insights and drive business results

= View 57 Filters 2 Search o
All apps _ Organizational apps Template apps

Step 12: Select the ‘Minnesota State Equity Scorecard. Once you click the app, it will load
and you can now open it to access the report.

Minnesota State Equity Scorecard

You only need to complete the above steps one time. Once you do, you can login to Power Bl
and click on apps. You will then see the Minnesota State Equity Scorecard app and can access

it as needed.


https://powerbi.microsoft.com/en-us/landing/signin/
https://powerbi.microsoft.com/en-us/landing/signin/
https://powerbi.microsoft.com/en-us/landing/signin/
https://powerbi.microsoft.com/en-us/landing/signin/
https://app.powerbi.com/home
https://app.powerbi.com/home

