HOW TO REQUEST ACCESS — FORDHAM MESSAGING PLATFORM (FMP)

Introducing FMP

Our Fordham Messaging Platform (FMP) is powered by the Acoustic Campaign system, formerly named
IBM Watson.

How to Request Access

1. Visit the portal https://my.fordham.edu and click upon the “My Apps” tab. Scroll down and click
upon the EasyVista (EV) link.

Gotow | Mogda Capurso Sign 0w 8

Home Development Student Student Life Employes New G’ ad Student Fordha.~ IT

Human Resources Faculty Advisor Finance Developer Analyti :s Tech i'elp
Heme Communil ly Wy Apus
MyFordham Apps /i

S 2FOR 2FOR
SLIvE GSE GSS

Logn 1o 25 Lwe Login to Brightspace Login 1o 2For LMS (GSE) Login to 2 or LS (G5S)
More infarmation * Mare information * More information L3 More information
<« C & myfordham.edu/web/hame-cammunity/myapg * o@ Q@ @ :
] Gotow | Magds Capurso signout
—= PHARDS
Logn to Qualincs Logn to Pharos Fay for Pnnt Logn to Student Farkng Logn to Employee Farkng
Muse mfoermalion || Mo nformation + | Moo informal fion + | Mar informatian

MENTOR .[ L @
- hea DAUR
Login to IREB Login to Repicon Login to Replicon (DAUR) Login to Electronic Payment Request

Mese mlormation * Maore mformation * More information * More information

L]
©
=1

Login b Dicisign Lagin to Fordharn Missaging Platiarm Login la RPY Login lo SA1380
Mose information + | More information + | More information v | More information

E
TrustAse e"'."."
Logn to TrustArc Logn to EasyVista Adminiiration —
Wosw informalion More informalion

2. EASY VISTA - Click upon the blue shopping cart icon in the center of the screen to initiate[ Service
Request.
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3. Scroll down to “University Applications Access”.
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University Applications Access
i Request access to Banner(ERP), Blackboard, Hyland OnBase, WorkFlow, SPS5, PowerFaids, and

other university applications.
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4. You will see the “Fordham Messaging Platform (Acoustic)” application. Click the “Add to Cart”
icon to initiate the request.
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Fordham Messaging Platform, powered by Acoustic Campaign System, is a platform for broadcast messages.
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5. Scroll to the right to see “My Shopping Cart”, and click on the “Create Request” button.
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6. You will see the following “Create Request” dialog box. Hit the red “?” to begin the questionnaire.
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7. Complete the account request form.

Note: The process to distribute a broadcast email is a two-step process. It requires a user with access to
“create” the mailing as well as access to “approve” it.

Below is the list of key user types.

Before completing the form, identify the type of user access that you will need to request.

User type Has access to Does not have access to
1. Creator Create broadcast emails Approve broadcast emails
2. Approver Approve broadcast emails developed | Create broadcast emails

by other creators. (e.g., you may be a
designated approver for the
department.)

3. Super user Create broadcast emails and approve | -
them on your own. (e.g., you may be
a super user as well as an approver
for the department.)
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Complete the form as follows:

o Need access to create broadcast emails?
o Select “Yes” if you will be creating broadcast emails (e.g., as a “Creator”, or “Super
user”, or an “Approver” that can also create broadcast emails).
0 Select “No” if you will be only approving them for the department and not creating
them (e.g., as an “Approver”).
e Supervisor’s Name
o Enter the name of the supervisor in your department. Once you complete the Easy
Vista ticket, this supervisor will receive an email to approve your request.
o Need access to approve broadcast emails? (Access as an approver requires VP level approval)
0 Select “No” if you will only be creating broadcast emails but not approving them
(e.g., as a “Creator”)
0 Select “Yes” if you will if you will be approving them (e.g., as an “Approver” or
“Super user”)
e Do broadcast emails created by you require approval by designated resources in your
department?
0 Select “No” if you are requesting “Super user” access.
o0 Select “Yes”, if you are requesting any other access.
e Who is the dedicated approver for your department?
o If you are a dedicator approver for your department, enter your name (e.g., you may
be an “Approver” and/or “Super user”).
o Otherwise, enter the name of one of the dedicated approvers for your department.
e Department
o0 Enter your Department name.
e Email Address
0 Enter your Fordham.edu email address.
e Comments
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0 Let us know about the population(s) that you will need to email. FMP has a number
of predefined queries that you may use to systematically identify the email addresses
of people that are categorized by any the following populations. Copy any of these
queries into the comments box.

© o~No s

All Staff Excluding Non-Benefit (NB) Employees (Admin Clerical
Maintenance)

All Staff Only Non-Benefit (NB) Employees (Admin Clerical
Maintenance)

All Staff (Admin Clerical Maintenance) - combining the above two
populations

All Faculty

All Employees (Faculty Adjuncts Admin Clerical Maintenance)
All Guests (Friend of Fordham)

All Active Students

All Undergraduate Students

All Graduate Students (excluding Law)

8. On the next screen, the system will list the default entries about your request (i.e., recipient, location,
urgency, service). Ensure that your name is the Recipient. Click “Next”.

*Recipient - Capurso, Magda

Locaion | Rese Hill/Dealy Hall/118
“Urgency | 8- Work Not Impaired
Service | Fordham Messaging Platform [Acoustic)

9. A new service request will be created, beginning with “SR”. Record this service request number for

your tracking purposes.
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Create Request @

Your Request has been generated with Number 5R037461

P

10. Next Steps
- Once your request is approved, you will receive an email that your account has been created.
- If you have questions or comments, email BroadcastEmails@fordham.edu .
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