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Office of Systems Management, SMART Security Access Form

	Date Created:
	02/01/2023

	Version:
	2.01.2023

	Last Updated 
	02/01/2023

	Scenario:
	The SMART Security Access Form is needed to request access, roles, and permissions for SMART users. The steps below will demonstrate how the Security Liaison will enter the information into the Security Access Form to make these requests.

	1.
	Navigation: https://smartweb.ks.gov/resources/technical-resources/security-access/categories/0412cfa05b3445a786b0e0f35c1df68b

Scroll to the bottom of the page and you will see the link to the SMART Security Access Form.  Click the link.  The Security form will open in the browser.  You must then click the “Download file” button that appears in the top of the webpage.
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Note: The form must be downloaded and saved for it to work properly.  It will not work in the browser.

	2.
	Once the Security Access Form downloads, click to open.  You will see the section of the form where you will enter in the user’s information.  You will also see a button that will take you to the SMART Security Handbook.  This handbook will give you details on the available roles and permissions that can be assigned to users.

Note: There is a “Clear Security Form’ button at the top of the Security form.  Clicking this button will clear all cells and check marks that can be edited.  This is to be used when you need to start a new request, or just to clear the form.
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Please make sure that the information for the employee is accurate.  Any inaccuracies will delay the request.	

	3.
	The next section of the Security form has to do with SHARP info and the type of request.  You would place one check mark for each one of these sections.  

Note: You can only request one action per Security form.  For example, if you have a user that needs to be reactivated and their account updated, you would need to submit two Security forms, one for the reactivation and one for the update.
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	4.
	The next section of the form (Row 54 – Row 292) is where you will choose what roles you would like to add, remove, or edit for the user.  In the screenshot to the right, you will see where I have chosen to add and remove roles, requests, and preferences.  Please pay attention to any instructions typed in red font or high-lighted in red.

For example, Row 108 – Row 120 pertains to Imprest/Petty Cash Accounts.  If you have this request, this must be the only request on the entire Security form as this request is processed differently. 

In the far-left column, you would choose if you wanted to add or remove an account, and then enter the bank name, account number, and description.  You would then need to choose the origin code.
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Note: Keep in mind that the Imprest/Petty Cash Account request are only allowed certain roles and preferences.  Please see below for those roles, any other roles will not be added.

KAP_KS_AP_Viewer
KAP_Agy_AP_Processor
KAP_Agy_AP_Procssr_Lmtd
KGL_KS_GL_VIEWER

Only Regular and Single Payment vouchers are allowed with the PTX (Petty Cash) or MPX (Imprest) origin code.  Changing the voucher due date is also allowed.

	5.
	Throughout the form, you will see fields that are required.  If you are choosing a role that has these required fields, you must have a value entered in that field.  If you do not enter values in the required fields, the form could be denied, and re-submission would be necessary.  






The Agency Purchasing Approver role and the Kansas Buyer role may require more cells than what is on the form.  If that is the case, please check the “Additional User IDs” box and proceed to the “Appendix” worksheet in the Security form workbook.  

Please see step 6.
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	6.
	Here is where you can add additional user IDs for the two roles mentioned above.  There is also a “Clear All” button to clear out anything left over from a previous user.














The “Appendix” worksheet tab will be located right next to the Security form tab at the bottom of the Excel window.
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	7.
	Once the form is filled out with your specific requests, attach it to the ServiceDesk Plus (ManageEngine) ticket and submit.
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