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Access Requests Submitted via 
InfoPorte

Finance Roles
 Finance Applications
 Web Travel
 P-Card
 Surplus Property Management

HR/Payroll Systems
 ConnectCarolina HR & Payroll
 LawLogix
 CastleBranch
 PeopleAdmin

InfoPorte
 Faculty & Student reporting
 Finance & Budget
 HR Reporting & Requests
 PI Dashboard

Student Administration
 SLATE
 Admissions
 Student Financials
 Student Records
 GradStar
 GSHIP



How Do I get Access To?

 SAS Reports
 Automatic for Managers
 Email Joy Montemorano for others

 Computer Billing Management (CBM)
 Automatic for Managers
 Email Joy Montemorano for others

 Manager Listserv
 Automatic for Managers (only available to managers)

 Arts & Sciences Reporting (ASR)
 Automatic for Managers
 Email Joy Montemorano for others

 Common Authorization Tool (CAT)
 Automatic for Managers

 TIM Administrator
 Sign-up classroom training @ finance.unc.edu
 Submit enrollment form to Kristen Dunivant after training class

 RAMSeS & Backbone
 Dept role manager can update users. (To change role managers, submit 

an authorization form for the desired application: RAMSeS form ~ Backbone form

 Listserv Management

 ConnectCarolina Finance Roles
 HR/Payroll Systems
 InfoPorte

 Submit via InfoPorte
 Finance Tab        Financial Request        Miscellaneous Accounting        College Access Request

 Surplus Property Management
 Submit a CC Finance Request in InfoPorte
 Include a SPMS Registration Form w/ Request

 Workflow Config
 For non Accounting Srvcs Depts. only
 Managers added automatically
 Manger can add & edit users

mailto:jmonte@email.unc.edu
mailto:jmonte@email.unc.edu
mailto:jmonte@email.unc.edu
https://unc.policystat.com/policy/5354318/latest/
mailto:dunivant@email.unc.edu
https://research.unc.edu/oris/apps/ramses/
https://research.unc.edu/oris/apps/backbone/
https://research.unc.edu/files/2012/11/role_mgr_auth.pdf
https://apps.research.unc.edu/backbone/config/unc/BB_ROLE_MANAGER_AUTHORIZATION_FORM_rev_7-2015.pdf
https://selfservice.unc.edu/default.aspx
https://ccinfo.unc.edu/files/2016/01/ConnectCarolina_and_Related_Applications_Access_Request_Form_FINANCE.pdf
https://unc.policystat.com/policy/6049196/latest/


TIM Administrator Access 

• Attend classroom training - sign up at 
finance.unc.edu ~ Training & Development

• Submit TIM Administrator Access Request Form

to Kristen Dunivant .

TIM Administrator access is not managed by 
the Dean’s Office

https://unc.policystat.com/policy/5354318/latest/
mailto:dunivant@email.unc.edu


Where can I get Information?

• Find access forms

• See what trainings are required

– Including “What access do I need?”

• Access computer based trainings (CBTs)

• Register for classroom trainings

Visit ccinfo.unc.edu to:



CCINFO Dashboard



cc.info.unc.edu

 Access Roles
 Access Forms
 How to Get Access
 Useful Links (great link!)

From the “Get Access” tab you can find info like:



Terms of Use

Register for a Class

FERPA

Training Requirements

Access Forms

From “Get Access “ “Useful Links” find:



InfoPorte Access Form

For PI Dashboard access you’ll need 
to submit list of PI names & PIDs

Use this form to request access to InfoPorte 



InfoPorte Access Form cont’d

Who can sign this form?
Dept. Manager or Dept. Chair



W

CC Finance Applications 

Finance Roles
Web Travel
P-Card*
Surplus Property Management*
*Supplemental forms required



W

CC Finance Applications 

Who can sign this form?
Dept. Manager or Dept. Chair



Pcard Access 
One of these forms must accompany any Pcard related access request

New Card Application Account Maintenance Form



Pcard Account Maintenance Updates 

• Submit only requests to update group 
officials (section”d”) via InfoPorte.

• All other requests should be emailed 
directly to the Pcard office at 
pcard.unc.edu.



Surplus Property Management
Form must accompany SPMS request



HR Systems Access 

• ConnectCarolina HR 
• LawLogix
• CastleBranch
• PeopleAdmin
Roles allowed vary by department

Who signs this form?
1. Requested User
2. Supervisor or Dept. Manager
3. College HR Officer – Ashante Diallo
Submit request with first two signatures. Dean’s Office will acquire HR Officer signature.



CC Student Administration



CC Student Administration

Department name & number is 
required at the end of EACH requested 

section



CC Student Administration

Who can sign this form?
Dept. Manager or Dept. Chair



Common Errors 

Not putting dept. 
name & # when 

required

Selecting both 
view only & user 

options

Incomplete 
headers

Not including 
Pcard or SPMS 
supplemental 

forms

Not completing 
training

Submitting request 
before 

hire/transfer date



How to submit an access request 
in InfoPorte

Click on the Finance tab in InfoPorte



How to submit an access request
Select Financial Request



How to submit an access request

Request Type

Miscellaneous 
Accounting



How to submit an access request

Request Access Routes Only

Route Examples:
College ConnectCarolina Access Request – HR
College ConnectCarolina Access Request – Finance
College Student Administration Access Request
College InfoPorte Access Request



How to submit an access request

Select if you 
want to receive 
status updatesStatus updates



How to submit an access request

Any helpful info: i.e. “Training is completed” 

Request Description



How to submit an access request

Effective Date



How to submit an access request

Attach required 
documents



How to submit an access request

Submit Request



The Lifecycle of an Access Request

Request initiated

ARC Submits

School/Dept. 
Approval 

Training Verified

ConnectCarolina 
Security Team 
Posts Request

After your request is submitted, it must move through several stops. Depending on time of the 
year and training required, processing time can take from 2 business days to several weeks.



Examples of InfoPorte Update Comments

Updated/Submitted for processing = Request has been submitted by ARC to the relevant approval routes.

Complete/Posted = Request completed. User should now have access.



Questions?

Call or email 
Joy Montemorano 

919-445-0201

mailto:jmonte@email.unc.edu

