IOWA | DOT

ARTS System Access Job Aid — County Requests
MVD Learning & Development

The ARTS System Access Wizard will enable County Treasurers, and any other designated
administrators, to submit ARTS system access requests for new employees, as well as
modify and terminate existing employee access. For assistance, please contact
system.access@iowadot.us.
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Accessing the The System Access Wizard can be accessed through:
System e ARTS - Tools - System Access Request - ARTS Access
Ac.cess . Request
Wizard in e Orusers can type “AAR” in Fast Path field available near the
ARTS menu bar to launch the application.
ARTS User e DL lIssuance - For users that will be performing Drivers
Groups Licensing (DL) functions.
Defined
e VRT - For users that will be performing Vehicle Registration
and Titling (VRT) functions.
e Both DL & VRT- For users that will be performing both DL and
VRT functions.
Changing User Groups may change:
User Groups e To add a user group to an employee’s access profile, a Modify
Employee Request should be submitted.
e Toremove a user group from an employee’s access profile, or
if an employee retires, or is terminated, a Terminate
Employee Request should be submitted.
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New (Add Employees) Requests
1. Access the System Access (SA) Wizard in ARTS.

a. Access ARTS and Log In

b. From the menu on the home screen select:

Tools > System Access Request -> ARTS Access Request
(Fast Path “AAR”)

=& ARTS Cansole (Pre-Prod) = [m] X
Console View Work Management VYRT Reports PWD  Plate Merge Customver MCS  Inwentory Finance Diivers Reports  Drivers
Dealer Custorner Cash Drawer APS  Administration QEEE Window Help

Fast Path - Go Fast Path ChrieF
‘Change Password / Contact Info
Alests
Bureau of Investigation
Cannabidiol Registration
Correspandence
Dealer Inquiry
Drinkang Driver School
Exception Case Management
Finalize Transaction
([+]

Infraction Mapping
NMVTIS Vehicle Ingquiry
Password Reset Registration
PinPad

Print Manager

Profiles
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2. Input the employee’s name and email addresses for employee and supervisor.

3. Select “Next” (not available until all required fields have been populated).

SA Request - Landing Page - Please provide Employee Name and Email Address - [December 24, 2015] o @® _-ﬁ‘l

Welcome

Thas wizard allows you to create new system access request

Please provide employee name. then an email address

p— then Supervisor name. then an email address
First Name Middle Name: Last Name:
» | Seven Greg
e ————

Email Address of employee
D Seven Greg@gmai com
Supervisor/Treasurer Name Submitting this Request

Abbasah Trunkwala

Supervisce/Treasurer Email Address
abbas trurkwala@gmal com

Click on "Next" to Continue.

[l

S ==

T

Users will be taken to the Type and Categories screen.
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4. Select the request type “Add Employee” and choose the desired category. See ARTS
User Groups Defined for assistance with selecting the desired category.

5. Select “Next”.

e Note: The “Next” button will only enable if User performs above action.

rS.'t Request - Please select Type 8 Category for: Steven Greg - [Decermber 24, 2005) ao| B2 ||

Please select 8 Reques! bype and ds calegory

Request Type: o
Maodify Employes
Terminate Employes

" —_—

TRt DL lssuance |

VRT
Both{LEVRT})

Click on "Hext™ to Contiree. .|

= e
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6. Depending on the category selected, users will be taken to the DL Issuance, VRT, or
Both (DL&VRT) access screens. See below for required fields that need to be completed
before proceeding to Step 7.

DL Issuance:
4 Request - Add Employes - DL hsusnce Steven Greg - [December M, 2005) =ai=]
RAequeat Type: B Ervplaryee - DL liscsnce Employes Name  Stiven Goag
Supervigor Mame  Abbatsl Tronkwgly [Empl oy Emal Stirven GeegiBgmasl com
Fgipeterws 2 Lvasl miobas rurkasi sl pmas! com County Hame il
— Dote of Hire:

< County employes mawng diver's hoense? )
] Stato smpioyes isFung doiver's hoonse? ;

COL Drive Gi Requered Achons
[7] Cor Deve Govea?

Moboecyche Drive Giver?
Commenty Thig i bt for A0 D 'Wipaflow in Dervplopmant arrronesent

ChiVauts
M
OVCS « g Drinte |
OVMCS « Cash Dramey 2
ONMCS - G Draer 1

Mandatory Fields:

e Date of Hire - This can be in the past as well as in the future.

e Required Actions (Fingerprinting, Background Check, SA for Access, Add
to LMS group) are mandatory on this workflow and will be required by
default.

e Select at least one location.

e Select at least one CD/Vaults option.

e County employee issuing driver’s license?:

o If User selects this option, by default All Locations Cash Drawers &
Consolidation Groups will be available for selection for all available
locations.

o Consolidation Groups will become visible and it is mandatory to
select consolidation groups.

e Comments - Should specify if ERMS access and drive tablet access is
needed, the default location, indicate what existing user this new user
should mirror. Also specify if user will need access to inventory.
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VRT: (Vehicle Registration and Titling)

54 Request - Adel Employes - VRT: Steven Greg - [Decermber 24, 2015] = = __Sﬁ_l‘
Reguest Type: Lidd Employes - VAT Emplayes Mame: Soven Greg
Supervisor Name: Abbasali Trnkwala Employes Bmal:  Steven Greg@gmasl com
Supervisor Emesl: abbas tromkwsls Egmail com County Name: Filmar
Date of Hire: 1L 015 I’:i Fequined Actions:

Commenis: This s & best For Add Employes - VRT woddlow in deveiopmant envimement.

Locatiors/CO0G
Locations: COWaulls: Accound Groups:
Adair Isaance Staton - Cla ] ] Mone )
o Adair Essuance Station Cash Drar L]
o] Adair ssuance Station Vaull 1 b Aeclsie Temuanece Stateon

4 3

oo (Gt ) [ ol

Mandatory Fields:

e Date of Hire - This can be in the past as well as in the future.

e Required Actions (Fingerprinting, Background Check, SA for Access, Add
to LMS group) are mandatory on this workflow and will be required by
default.

e Location

e CD/Vaults (Cash Drawer)

e Account Groups

e Comments - Specify what existing user the new user should mirror and if
the user will need access to order inventory.
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Both (DL&VRT)

54 Flegquent - Add Empheyee - DLEVRT: Steven Greg - [December 26, 2015] = ®[8]
Froquest Type: A Esrployee - DUVRT Employes Mame:  Steven Greg
Supervisor Name Fbbasnli Tronkcanly Employee Emal; Soprenn GrogEomapdl com
Supervisor Email: abbas wuniwalaEgmal com County Hame: Liciper
Apphcable Changes Date of Hipe:
[+ County employes isuing diver's hoense 1242018 l"-.,}
State employes issung driver's license?

# COL Drive Gever?
W Car Drive Givor?

[ Mateweyele Divve Giver?
—— .

Ciomments: This is & best for Add Employes - Both Werkdiow in development emiomment

Requirad Actons

W—
Locaticns: CDVaults Consoldation Groups
Adser - Primary; &dsr - Specal... al W Hone -
W CNBCS - Canth Darwer 1 :

CVCS - Cavsh Drirotr 1 Ardaerry [ Soaier
OVBICS, - Congh Doty 3 Ay T3 inn SEAREGN

(] b ] ]

[[¢Back | Wet> | [ Corcel |

Mandatory Fields:
e Date of Hire - This can be in the past as well as in the future.

e Required Actions (Fingerprinting, Background Check, SA for Access, Add

to LMS group) are mandatory on this workflow and will be required by
default.

e Location
e CD/Vaults (Cash Drawer)
e County employee issuing driver’s license?
o If User selects this option, by default All Locations Cash Drawers &

Consolidation Groups will be available for selection for all available
locations.

o Consolidation Groups will become visible and it is mandatory to
select consolidation groups.
e Comments - Should specify if ERMS access and drive tablet access is
needed, the default location, indicate what existing user this new user
should mirror. Also specify if user will need access to inventory.
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7. Once all items have been selected/requested, select “Next”.
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Note: All mandatory information must be selected before “Next” will

become available.

Users will be taken to the Summary Page. This is a confirmation page and last chance for
users to make any modification to the system access request.

8. Review the summary page and confirm it is accurate.

11-6-2024

a.

If accurate- Select “Next”.

b. If inaccurate- Select “Back” and make the necessary corrections.

Summary of Request for: Steven Greing - [November 12, 2015]
Request Type: ChangeEmployee-Both
Supervisor Name: Abbasali Trunkwala

pervisor Email:  abbs com

You are about to create System Access Request for :Steven Greing
for eategory : Both

Please Press "Next” to Continue. ..

Employee Name:
Employee Email:
County Name:

o= |[=]

Steven Greing

steven@gmail.com

Adair

mvd.learninganddevelopment@iowadot.us
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9. Select “Finish” to close out.
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Final Completion of Request for: Steven Greing - [November 12, 2015] sle]=
Congratulations
fou have successflly created system access request for "Steven Greing'

Note: If there is an error while creating the system access request, the page will be

displayed as below:

Final Completion of Request for: Steven Greing - [November 12, 2015]
Error Occured!

Please contact your System Administrator!

< Back

EeEE=]

Unexpected eror occured while creating your system access request for Steven Greing

Cancel

If you receive this error, please send a screenshot to system.access@iowadot.us.

The system access request process is now complete.

11-6-2024
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Modify Employee Requests
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County Employees: For changes to email address, username, and/or sub-affiliation for the

user’s Workday Learning account, also send an email to

mvd.learninganddevelopment@iowadot.us.

1. Access the System Access (SA) Wizard in ARTS.

a. Access ARTS and Log In

b. From the menu on the home screen select:

Tools > System Access Request -> ARTS Access Request

(Fast Path “AAR”)

2 ARTS Console (Pre-Prod)

= (u] x

Console  View Work Management VRT Repods PWD  Plate Merge Customer MCS  Inventory Finance Dvivers Reports  Drivers
Dealer  Custorner  Cash Drawer  APS  Administration JEESIE

East Path CtrlsF
Change Password / Contact info
Alerts

Bureau of Investigation
Cannabidicl Registration
Correspondence

Dealer Inquiry

Drinking Driver School
Exception Case Management
Finalize Transaction

{[+]

Infraction Mapping
MNMVTIS Vehicle Inquiry
Password Reset Registration
PinPad

Print Manager
Prafiles
SR22
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2. Input the employee’s name and email addresses for employee and supervisor.

3. Select “Next” (not available until all required fields have been populated).

Users will be taken to the Type and Categories screen.

SA Request - Landing Page - Please provide Employee Name and Email Address - [December 24, 2015] ol ®

Welcome

This wizard allows you to create new system access request

Please provide employee name. then an email address

then Sup: name. then an email address
First Name: Middle Name: Last Name:
> Steven Greg
Email Address of employee:
D Seven Gooomacom

Supervisor/Treasurer Name Submitting this Request:

Abbasah Trunkwals

abbas tunkwala@gmal com

Click on "Next" to Continue.

O

Supervisce/Treasurer Email Address.

T

4. Select the request type “Modify Employee” and choose the desired category. See ARTS
User Groups Defined for assistance with selecting the desired category.

5. Select “Next”.

11-6-2024

SA Request - Please select Type & Category for: Steven Greig - [December 10, 2015] =1
Please select a Request type and its categary...
Request Type: Add Empls
ploy e
Terminate Employee
Type Categan
YRS egmes,
VRT
Both(DL&VRT)
Click on "Next” to Continue.
T T i

mvd.learninganddevelopment@iowadot.us

11


mailto:mvd.learninganddevelopment@iowadot.us

IOWA | DOT

6. Users should select the desired changes (available on this screen). Options on this screen

will vary based on the category chosen.
Note: The “Next” button will appear once all mandatory fields have been completed.

See below for samples of the screen; as well as possible required fields (based on
modify reason) that need to be completed before proceeding to Step 7.

DL Issuance:

£ Requent - Add Employee - DL bisusnce: Steven Greg - [December 24, 215 =& =]
Fequeat Type: 4 Empleyee + DL lasusnce Employoo Name.  Stavin ooy

Separvivor Name,  Abbatah Tronkealh Employes Bl Steven GoraBgmad com
Supervisor Emesl  sibas uskaslsiprad com County Name =t

Date of Hire:
| Counly employes sdung diver's hoense? =
~
(i}

1 Stato employes ssung drved's boense?
COL Drive Giver?

[T Car Deive Giver T
Motoecycle Drve Giver®

Requred Actions

Comments Thig in tost for ADD Ditver Wosdiow n Dewniopmert erniranement

Loty CO ety

Adar - Prmary; dder - Soeasl B Al
CMES - gt Dei |
OWCS -« Cashy Drawey 2

OHSACS - Cagh Drawer 1

Potential Mandatory Fields: The following fields may be required, depending on the type
of modify request being submitted:

County of Employment Changed?”- it is mandatory to select current “From Location”
and new “To Location” information.
Name Changed?”- it is mandatory to provide “New Name” information.
Current VRT only —add DL? Or Current DOT employee non-DL — add DL? - Background
Check and Fingerprinting task/action items will become mandatory for this workflow
and will be selected.
Select at least one CD/Vaults option.
County employee issuing driver’s license?:
o If User selects this option, by default All Locations Cash Drawers & Consolidation
Groups will be available for selection for all available locations.
o Consolidation Groups will become visible and it is mandatory to select
consolidation groups.
Comments - Should specify if drive tablet access is needed, the default location,
indicate what existing user this new user should mirror. Also specify if user will need
access to inventory.
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VRT: (Vehicle Registration and Titling)

| 5A Request - Modify Employee - VRT: Steven Greg - [December 24, 2015]

Request Type: Medify Employee - VRT Employee Name:
Supervisor Name: Abbasali Trunkwala Employee Email:
Supervisor Email- abbas trunkwala@gmail com County Name: Adair

Steven Greg

Steven. Greg@gmail.com

IOWA | DOT

||:||'E||EI§|

Department Updates:
[#] Current DL enly - add VRT?

Employee Updates:
County of Employment Changed?

From Location: [Mams-Spec:aI Frocessing V]

Required Actions:

To Location: [Maxf - Primary

MName Changed?
Mew Mame  VRT Modify
development environmerit.

[] Current both VRT and DL - remove DL?

Comments: This is a test for Modify employee - VRT worddlow in

[] Ankeny DL Station Cash Draw
[ Ankeny DL Station Vault 1

P SO VI PRI 2 W

4 3

Locations/CD/CG
Locations: CD/Vaults: Account Groups:
Ankeny DL Station - [ Al - ] None

W1 Ankeny DL Station Back Office | 1 Al

! Ankeny DL Station

[ <Back

) |

G

I

Meact =

Potential Mandatory Fields: The following fields may be required, depending on the type
of modify request being submitted:
County of Employment Changed? - it is mandatory to select current “From Location”

and new “To Location” information.

Name Changed? - it is mandatory to provide “New Name” information.
Required Actions (SA for Access, Add to LMS group) are mandatory on this workflow

and will be selected by default and disabled.

Locations, CD/Vaults (Cash Drawer), and Account Groups — Available locations will
populate based on the access of the individual submitting the request.

CD/Vaults (Cash Drawer)
Account Groups

Comments - Identify what existing user the new user should mirror. Also advise if

access to inventory will be needed.

11-6-2024 mvd.learninganddevelopment@iowadot.us
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Both (DL&VRT)

[ sA Request - Modify Employee - DLAVRT: Steven Greg - [December 24, 2015] [ =2 |[=]
Request Type: Modify Employees - DLVRT Employee Name: Steven Greg
Supervisor Name: Abbasali Trunkwala Employee Email- Steven Greg@gmail com
Supervisor Email: abbas trunkwala@gmail.com County Name: Adair
Employee Updates: Applicable Changes:
County of Employment Changed? County employee issuing driver's license?

Current Location:| Appanoose Issuance Statiol v [T] State employes issuing driver's license?
[ Add CDL Drive Giver? [] Remove CDL Drive Giver?

Mame Changed? [] Add Car Driver Giver? Remove Car Driver Giver?
New Name  Both Modify Add Matorcycle Drive Giver? 7| Remove Motorcycle Drive Giver?

Department Updates: Required Actions:
[1] Current VRT only - add DL? Z C
[F1] Current DL only - add VRT?

[] Current both VRT and DL - remove DL?
[7] Current both VRT and DL - remove VRT? Comients Igfel\so:n:ee?n fé’m:njffnz'eaﬂr"wee - Both workdlow in -
Current DOT employee non-DL - add DL?

Locations/CD/CG

Locations: CDVaults: Consolidation Groups:

Adair - Primary; Adair - Special... - Eﬂ All - E Maone -
OVMCS - Cash Drawer 1 All
OVMCS - Cash Drawer 2 Ankeny DL Station
OVMCS -Cash Drawer 3 Adair Issuance Station

4 » 4 3

[ <Back || Nee> | [ Cancdl |

Potential Mandatory Fields: The following fields may be required, depending on the type

of modify request being submitted:

e County of Employment Changed? - it is mandatory to select current “From Location”
and new “To Location” information.

e Name Changed? - it is mandatory to provide “New Name” information.

e Required Actions (SA for Access, Add to LMS group) are mandatory on this workflow
and will be selected by default and disabled.

e |f County employee issuing driver’s license? is selected, by default all locations will be
selected. Users can then select Cash drawer and Consolidation Group information.

e |f User selects Current VRT only — add DL? or Current DOT employee non-DL — add DL?
the options Background Check and Fingerprinting task/action items will become
mandatory for this workflow and will be selected.

e Comments - Should specify if drive tablet access is needed, the default location,
indicate what existing user this new user should mirror. Also specify if user will need
access to inventory.
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7. Once all items have been selected/requested, select “Next”.
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Note: All mandatory information must be selected before “Next” will become available.

8. Review the summary page and confirm it is accurate.

a. If accurate- Select “Next”.

b. If inaccurate- Select “Back” and make the necessary corrections.

Summary of Request for: Steven Greing - [November 12, 2015]

“You are about fo create System Access Request for Steven Greing
for category : Both

Please Press “Next” to Continue:

o | @ [[=]

Request Type: ChangeEmployee-Both Employee Name:  Steven Greing
Supervisor Name: Abbasali Trunkwala Employee Email: steven@gmail.com
Supervisor Email: abbas. trunkwala@gmail.com County Name: Adair

e
[ <Bock ([_Het> ])[ cance

9. Select “Finish” to close out.

Final Completion of Request for: Steven Greing - [Novernber 12, 2015]
Congratulaions

[Elle =]

You have successfully created system access request for “Steven Greing

The modification request process is now complete.

11-6-2024

mvd.learninganddevelopment@iowadot.us

15


mailto:mvd.learninganddevelopment@iowadot.us

|OWA | DOT

Terminate Employee Requests
A Terminate Employee request can be used to remove all or a portion of an employee’s
system access.

1. Access the System Access (SA) Wizard in ARTS.
a. Access ARTS and Log In

b. From the menu on the home screen select:

Tools > System Access Request -> ARTS Access Request
(Fast Path “AAR”)

£ ARTS Console (Pre-Prod) = [m] X
Consobe View 'Work Management VRT Reports PWD  Plate  Merge Customer MCS  lowentory  Finance  Deivers Reports  Drivers
Dealer  Custormer  Cash Drawer  APS  Administration QIESIE Window Help
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2. Input the employee’s name and email addresses for employee and supervisor.

3. Select “Next” (not available until all required fields have been populated).

SA Request - Landing Page - Please provide Employee Name and Email Address - [December 24, 2015] s [@g]

Welcome

This wizard allows you to create new system sccess request

Please provide employee name, then an email address
then Supervisor name. then an email address

First Name Middle Name: Last Name:

Steven Greg

Email Address of employee
D Steven Greg@gmai com

Supernisor/Treasurer Name Submitting this Request:
Abbasai Tunkwals

Supervisce/Treasurer Email Address:
abbas trunkwala @gmai com

Click on "Next" to Continue.

O

S~

4. Select the request type “Terminate Employee” and choose the desired
category. See ARTS User Groups Defined in the document’s overview
section for assistance with selecting the desired category.

5. Select “Next”.

e Note: The “Next” button will only enable if User performs above action.

SA Request - Please select Type & Categary for: Steven Greig - [December 10, 2015] ===
Please select a Request type and its category....
Request Type:
- -—
T jes: -
s Coteadtes:
VRT
Both(DLEVRT)

Click on "Next” to Continue....

L]

——

) (mosse)
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6.

Input the “Date of Termination”.
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Note: Remove SA Access and Remove from LMS Group are required actions and

will be selected by default.

7. Select “Next”.

54 Request - Terminate Employee: Steven Greg - [Decemnber 24, 2015)
Request Type: Tesminate Employee
Supervisor Hame: Abbasah Trunkwala

Supervisor Email  abbas trunkwala@gmail com

Date of Termination: 12262015 [+ | Fequred Actans:

Comments: This is & best for e

County Hame:

Employee Nome:  Steven Greg

Adain

[;M@w‘”]

=

=

Employee Emal:  Steven Greg@gmail com

=]

8. Review the summary page and confirm it is accurate.

11-6-2024

a. If accurate- Select “Next”.

b. If inaccurate- Select “Back” and make the necessary corrections.
Simmary of Request for. Tast A Test - (Maich 08, 2019] E=SEER = |
Request Type: £ DL Empl, Nax Test ATest
Supervisor Mame:  Brardie Mecuen Employee Email:  test@iowadetus
sor Emel County Name: Polk

You are aboud 1o create System Access Request for Test A Test

for category : Dllssuance

Plesse Press “Next” to Continue....

<Back (o> ) | conee

mvd.learninganddevelopment@iowadot.us
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9. Select “Finish” to close out.

Final Completion of Request for: Steven Greing - [Movernber 12, 2015] [ @ =
Congralulations

You have successfully created system acoess request for "Seven Greing

The termination request process is now complete.
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