[image: shrunk_harvard_university]	WV ReimbursementHARVARD
UNIVERSITY

		Document #/Rev #
	Locate Web Reimbursement Information
[image: shrunk_harvard_university]	GMASHARVARD
UNIVERSITY
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[bookmark: _Toc322703144]Add User to Standing Team

Purpose
[bookmark: login]This document will outline how to add a user to a standing team.  Standing teams are the mechanism used to give users org permissions in GMAS. When a team is created, team owners are assigned to each team and the owners manage the team membership, a.k.a. users, directly in GMAS, while this service manages the underlying structure of the team when needed. 
Access GMAS Gateway
1. To access GMAS go to https://gmas.harvard.edu/gmas 
2. Log in with HarvardKey.  The GMAS Homepage will open.
3. From the homepage, select the Standing Teams link
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4. Enter the standing team name or partial name in the Team Name search bar and select  Search
[image: ]
5. A list of all the standing teams that match your search will appear; the screen displays 20 per page. Select  desired standing team
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[bookmark: _Asset_Lifecycle_Overview][bookmark: _High_Level_Asset][bookmark: _Recommended_Process_for][bookmark: _Find_items_in][bookmark: find][bookmark: _Prepare_an_AP][bookmark: _Exiting_the_Module][bookmark: _Viewing_Notifications][bookmark: exit]
6. Select the Add team member link
[image: ]

7. Search for desired person by entering their HUID or their first name and last name. Click Search. Please note that a user must have their GMAS user flag turned on in order to be added to a team.
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8. Select the person by clicking the radio button to the left of their name. Then click OK[image: ]

9. The person will now appear in the list of team members
[image: ]
[bookmark: _Managing_Notifications]
Exiting the Module
Once you have completed your assignments follow these steps to exit GMAS. 
To exit the application, click the Logout button in the top right hand corner of the window. 
[image: ]
This will log you out of the application. 
[bookmark: _GoBack][image: ]
[bookmark: _Questions?]Questions?
If you have any questions, please contact the HUIT Support Center at 617-496-2001, or via email at ithelp@harvard.edu.  
Revision Date	For Harvard Business Use Only	 Page 18

 	


Appendix - Page 4	For Harvard Business Use Only	Revision Date
Vendor Setup & Maintenance Standards, Guidelines and Business Processes
image2.png
HarvardGMAS @ Greys Buroughs

News

Vist OSP's websit for information and access ecrt here.

Visi FSS on the web for system updates and release notes.

Juncion

e e e e

ecrt, Harvard's new effortreportng system, goes ive on 10222:2013

Visi 0SP's blog for breaking news on research administraton topcs.

Recently viewed projects.
Principal
Project D Title e sponsor
Soft Litnography Tools to Study
524767601 Formation of the Neuromuscular  Rioux, Robert NHMNDS.

Gias netp.

Logout

Fund ony [EEIEDN

Advanced project search

Requests in Process
525 Submissions
Sponsor Notices

smn.n@.ms

Security

GMAS - GTRAIN2




image3.png
GMAS @ oreysi Bumougns

e e e e

Teams.

GAS nelp

e

Logout

Team search

Team name i -





image4.png
HarvardGMAS @ Greysi Bumoughs GMAS help. Logout

T 0 .

—

Team search

Teamname  HIIS [ search | HEDTINISES

Page  FUUSPHIISCDepHIS Crte On 1 - 122001261 records Next20>
Team - Team Owner. Backup Team Owner

GMAS - GTRAIN2




image5.png
HarvardGMAS @ Greysi Bumoughs GMAS help. Logout
VLA RAIN2

‘Teams | FMUSPHISC*Dept Admin'34850-34655

FMUS"HMSCDept Admin*34650-34655

Below s the teants homepage. Any team member can perform al roles witin tears scope for al Orgs or Org/Pls i feam

‘Scope. Select member name o view that team member's homepage. e

Team Description
Dept Admin for orgs 34650-34655

Team members ~

Ellenwood, Amanda
‘Gubnisky, Ann (backup team owner)
Kimbal, Zsuzsanna (team owner)
Minder, Alex

Shefte, Susan

Torosian, Theodore





image6.png
HarvardGMAS GMAS help.

Lookup a person
Search and select a person

‘Search ither by name or Harvard ID number. Search will assume “Firstor Hiddle Name” “Last ame" order i two words
are entered wih a space between them; however, iftwo words are entered with a comma direcly afer the first word,
‘search wil assume "Last name", First o Widdie Name". Including an organization will narrow the search.

firstormiddie lsstname (WD 20steze] | %ﬂ

Organization

Help with tis page

9] Return only GUAS users.

No matching resaults found





image7.png
GMAS help

HarvardGMAS

Lookup a person
Search and select a person

‘Search ither by name or Harvard ID number. Search will assume “Firstor Hiddle Name” “Last ame" order i two words
are entered wih a space between them; however, iftwo words are entered with a comma direcly afer the first word,
‘search wil assume "Last name", First o Widdie Name". Including an organization will narrow the search.

Help with tis page

first or middie /lsstname 1 HUID 20916265 [scorcn |
Organization

9] Return only GUAS users.

Page  Burroughs, Gr-Buroughs, Gr Bl Go topoge 1071 records
Job Preferred
e Organization Title Email
©  Bumoughs Greysi  CADWVPFAFSS Cient Services  Systems Operations Analyst greysi_bumoughs@narvard.cdu





image8.png
HarvardGMAS @ Greys Buroughs

e e e

‘Teams | FMUSPHISC*Dept Admin'34850-34655

Gias netp.

Logout

e

FMUS"HMSCDept Admin*34650-34655

Below s the teants homepage. Any team member can perform al roles witin tears scope for al Orgs or Org/Pls i feam
‘Scope. Select member name o view that team member's homepage.

Help with tis page

Team Description
Dept Admin for orgs 34650-34655

Team members -
Burroughs, Greysi

Ellnwood, Amanda

‘Gubnisky, Ann (backup team owner)
Kimbal, Zsuzsanna (team owner)
Minder, Alex

Shefte, Susan

Torosian, Theodore

GMAS - GTRAIN2




image9.png
HarvardGMAS @ Lot Thompson

o e i

Teams | GAS"Security Team-—Universty wide | Thompson, Lori

Thompson, Lori

This s the team members home page. Al oles and Org coverage assigned o this member are fsted below.
o view the Org coverage for a partcuar role, selct the “Open” ink o the right.

To add or change the Org coverage for a foe, select the ole name k.

Note: only authorized users may modified a member's assignmens

addrocs )| Remoro roios ) Transter assignment J§ Removo membor J Updto projet cams [r—

org# Org. Name. P

Help with tis page





image10.png
in.Ifyou want to
individually and quit your

UNIVERSITY

‘Copyight © 1998 - 2015 The President and Feflows o Harvard College

e Harvardicey system, and the systems,data, and other esources tht requre
Harvardiey authentication for access, are only fo legiimate Harvard Universty users.
Use may be monored, and improper use of the Harvardiey system orthose resources
may resuitin discpinary action and ol and ciminal charges.

PRVACY ACCESSIBILTY HELP  FAQ




image11.png




