Tableau/OAC Form Instructions

Before You Begin
1. Set up a DocuSign account using your Rutgers email if you don't have one. Visit: https://it.rutgers.edu/docusign/getting-started-with-docusign/
2. Gather names and email addresses of all required signers: 
· Applicant 
· Business Manager (Your DDA)
· Tableau Content Manager (Ann Lu-Wong)
· Dean, Director, or Department Chair (Laura Danson)
Filling Out the Form
1. Access the Tableau/OAC Form link here --> Click Here <-- 
2. Enter information for all required signers, including yourself as the form preparer).
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3. Click "Begin Signing" to start the form.
4. Fill in all required fields.[image: A close-up of a list
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5. Select the data requirements and type of access needed. Note: If you select SSA access please select the campus and/or central unit data access.
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6. When finished, click "FINISH" at the top or bottom of the window.
After Completing the Form
1. Save a copy of the form for your records.
2. The form will automatically route to the next signer.
3. Each signer will receive an email to review and sign the document.
4. Once all signatures are obtained, all parties will receive a copy of the completed form.
Final Step
The form preparer must save the completed form with the applicant's name (e.g., "John Doe - Tableau/OAC Access Form") and email it to cloudaccess@finance.rutgers.edu for processing.
Important Notes
· Use your Rutgers email for all communications.
· Check spam folders if you don't receive expected emails.
· You can save and finish the form later by clicking "OTHER ACTIONS" or "FINISH LATER".
· Processing may take up to 10 business days.
· For questions, contact cloudaccess@finance.rutgers.edu.
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Applicant Information — ALL Fields arc Required.

Name:

Title:

Unit Name:

Division Name:

Org Name:

Campus Address:

Effective Date:

RU Employee ID (8-digits):

UDO #: (Unit)

(Division)

Employee Class:
Phone:

RU Email Address:
Net ID (in CAPS):
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Step 1; Data Requirements: Please select the data the user needs access to, based upon job function.

(] General ledger (GL) data [ Payroll/Employee data (Payroll data includes OAC ~ Oracle Analytics Cloud - the Sponsored Reconciliation Report
which displays budget, expenditure, commitment, and payroll detail by sponsored Project.)

Step 2: Type of Access and System: Please select the type of access required.
‘Tableau Managed Reports (MR)

“Tableau Managed Reports are predefined reports available within the Tableau environment. These reports have been developed and are managed by the Finance
Data and Analytics Team and are in the Managed Reporting (MR) folder within Tableau.

() Tableau Self-Service Analytics (SSA)
« Tableau Self-Service Analytics (SSA) allows the Tableau user the ability to create or change Tableau repors using the datasets available to the user.
 To obtain SSA access, the applicant MUST obtain Tableau Content Manager approval via signature below.
o Please select the Campus and/or Central Unit data access. The reports ereated will be saved and accessed via folders related to those arcas.

Campus: O Camden O Newark O New Brunswick [ RBHS

Central Units: 0 Athletics 0 External Affairs and UCM O 1P&0 D OIT O Procurement [ Research 0 UCO

() DELETE ALL ACCESS





