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The User Information Tab allows managers and agency security officers to provide additional Purchasing
and Account Payable access needed for employees and contractors to complete various job functions at
their business unit.

e You can expand all the modules by clicking the Expand All button and you can collapse all
modules by clicking the Collapse All button.

o If Create Requisition, ePro Buyer, Event Buyer are selected on the Procurement Security tab and
PO Buyer and PO Requester is selected on User Information tab, enter the Ship to value in the
Default Ship To Address, the Location Code value in the Default Location and the Default Origin
(Location) Code value.

e Please use the prompt table to enter the values for your business unit.

For this example, we enter PO_021001 for the Ship to, 021000GPA for the Location Code and Default
Origin (Location) Code 021 for business unit 46600.

Activity Security | ProcuramentSecurity | User Information | Security Approval | Status History

(- My Favorites .
i i A A douReErmenis Business Unit: 46600 Public Safety, Dept of Request ID: NEXT
[ SAD Technical s _ ] ; =
[ Manager Self-Service Expand each module individually by clicking the triangle in the blue module header, Collapse the individual expanded module
I Supplier Confracts by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons below.
= Agency Security

— Manager Security Reque| Expand All Collapse All
> Customers
U tems If none of the information listed below applies to your PeopleSoft Security request, there is no need to retum this page of the
> Vendors application.
I Purchasing
el e ———————————————————
[ Accounts Recelvable

[ Accounts Payable Default Ship To Address
[ Custom Accounts Payable

> Salary Travel Per Diem [

a
[ Asset Management ShipTo SetiD; 46600 L Ship Te: PO_D21001
ook LI Address Ling 1: GA Public Safety Training Genter
[ General Ledger Address Line 2: Police Acadeny
[ Set Up Financlals/Supply Address Line 3: 1000 Indlan Springs Drive
Chaln City: Forsyih State: GA Postal Code: 31029

I Tree Manager |
I Reporting Tools
> Fund Source Distribution |
[ Labor Distribution Location Set I0: 46600 O Location Code: 021000GPA O

Change My Password
- My Personalizations Address Line 1: Indian Springs Drive
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File Edit View Favorites Tools Help Links *
W | @ Manager Security Request | fi - B  ® - [rPage v & Tools »
. FSCMDEV
o L s R UL OIS Ny e =
Address Line 2: Police Academy
Address Line 3: 1000 Indian Springs Drive
[ News and Announcements Chy: Forsyth State: GA i
[- S8AO Technical
[ Supplier Contracls
Location Set ID; 46600 O Location Code; 021000GP4 O
Address Line 1: Indian Springs Drive
AddressLine 2: PO, Box 5649
Address Line 3:
' Purchasing
[ eProcuremeant City: Farsyth State: GA Postal Code:  31029-0000
> Accounts Receivable
1> Accounts Payable PE—
I Custom Accounts Payable Default Origin__
I Salary Travel Per Diem [Remove
[ Asset Management S 1 O Default Origin (Location) Code: |021 7
< |
< »
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Click the Add button if the employee and/or contractor is a PO Approver, PO Buyer, and PO Requester.

The STATEWIDE REQ APPROVER is only for DOAS employees.

For this example, we click the Add button for PO Buyer and PO Requester.

File Edit View Favorites Tools Help Links *
W & | @Manager Security Request ‘ fh - B  ®™ - [5rPage ~ & Tools »
: FSCMDEV
Sign out
el
[ [Remove  [Description
[ News and Announcements 10 3] PO Approver. User generally does not create doc ts, but will app isitions or PO's,
5 Tech
s ::28;1 ;rI:'Semca 21 @ PO Buyer: User may create state requisitions and PO's. User name will appear on PO as “buyer”.
P Supplier Contracls 3 O PO Requester: User may create state requisitions and their name appears as “requester’.
4 [0 STATEWIDE REQ APPROVER
I Purchasing |Description
[ eProcuremeant 10 Approver 1-Up to 4,999
> Accounts Receivable
© Accounts Payable . | = Approver 2-Up to 9,999
I* Custom Accounts Payable 3 Approver 3-Up to 999,999,999
[+ Salary Travel Per Diem [ M
[ Asset Management M 4 3] Chartfield 3
< |
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If PO Amount Approver and/or PO Chartfield Approver are selected on the Activity Security tab, click the
Add button for the appropriate PO Approval Type.

For this example, we click the Add button for Approver 2 — Up to 9,999.

& Manager Security Request - Windows Internet Explorer _ |

& v |8l http: fffrweb-1d.state.ga.us: 55100/ psp/fescmdey EMPLOYEE/ERP/c/TX_SECLRITY.C v 42| % |Live Search 2

File Edit View Favorites Tools Help Links
w & [@Manager Security Request l_l far - B ® - [FPage v Tools

FSCMDEV

Home
[ bty Favorites -~ — ~
[> Mews and Ahnouncements PO Approval Type ( ze |Find | B0 | B st B0 qaora B Lot W
[- SAOQ Technical Add Remowve |Description
[> Manager Sel-Service
[> Supplier Contracts i) AHSEIERE THUD 0 4588
[+ Agency Security 2 O Approver 2-Up to 9,999
I EuEETIEE 2| (| Approver 3-Up to 999,999,999
I ltems 4O Chartfleld
[ Vendors
[ Purchasing = = — —
> eProcurement Authorized Location {Origins) custorize |Find | B B8 First B 1 o o B Lot
[ Accounts Receivahble Remove *Route Control Profile
[> Accounts Payahle
+
[> Custorn Accounts Payahle i| @ | £ El
[» Salary Travel Per Diem
[ Asset Management ~ Accounts Payable
[ Banking - X
[> Commitment Control
[- General Ledger
I3 gitup FinancialsiSupply | [l Origin (enter your site ID number or ONL for anline):
ain
[> Tree Manager
[> Reporing Toals
[ PeopleTools
[ Fund Source Distribution i | [l Allow Single Payment Youcher {(enables the operatar to enter and pay a voucher to a one-time vendar).
[+ Labor Distribution —
I~ Chanoe My Password 2 [ Authority to Override Match (enables the operatar to override a voucher with a match exception).
= hity P lizati N .
- Sesr:lseorr:]aplrz:ﬁlloens L 2| (| Manually Schedule Payments (autharizes user to override the Scheduled Payment Date).
[~ My Dictionary | Rt 4 ] Record Payment (enahles the operator to manually record a payment on the voucher payment page). -
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Authorized Location (Origins) is a new feature for managers and agency security officers to complete.
This feature is needed for the online automation process.

If PO Amount Approver and/or PO Chartfield Approver are selected on the Activity Security tab, enter
the following to add one or more origins in the Authorized Location (Origins) box.

Please use the hourglass symbol to use the prompt table of adding the values and use the plus button to
add a new row in the Authorized Location (Origins) box.

# Manager Security Request - Windows Internet Explorer

& - |&lhtp://frweb-1d.state ga.us: 55100/psp/facmdey/EMPLOYEE/ERP/¢/DX_SECLRITY.C ¥ | 42 | X | |l ive Search ol

File Edit ‘iew Favorites Tools Help Lirks *
W [?Manager Security Reguest l_l f - B - ® - [FPage v & Tools v
: FSCMDEV

Home: Sign out

[+ bty Favorites ~ —
[ Mews and Announcements Customize | Find | | E First L 1.4 of 4 n Last

| »

[ SAD Technical
[> Manager Sel-Service
[> Supplier Contracts i) AN U D &2tk
[ Agency Security 2 O Appraver 2-Up to 8,999
— hi ¥ Bgue
b CusEmEE 3| [ Approver 3-Up to 999,993,999
- lterns 40 Chartfield
[ Wendors
[ Purchasing " " — -
> eProcurement Authorized Location (Origins) customize |Find | 0] 88 First B 1.0 o g B Lot
[+ Accounts Receivahble Add Remove *Route Control Profile
[> Accounts Payable ;
[- Custorn Accounts Payahle 1 pdmin Ares - PO
[> Salary Travel Per Diem 9
[- Asset Management
1> Banking 3
[ Commitment Control
[» General Ledger 4
[- Set Up FinancialsiSupply
Chain
[- Tree Manager — —
[ Reporting Tools Custormize | Find il First B 4 of 1 I Lot
[> PeopleTools Value
[ Fund Source Distribution
[> Labar Distribution
= Change My Passwaord = —
- bty Personalizations Customize | Find | EI| i First B0 1.4 or 4 D0 Lot
= My Systern Profile — Add Remowve |Description

Wiy D 2
(—‘f—r‘fm Lwline ‘@ i [ Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-tirme vendar). v
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If the employee or contractor needs access to All the Origins within the Business Unit, enter the
following in the Authorized Location (Origins) box.

& Manager Security Request - Windows Internet Explorer = |
m v €] http: /ffnweb-1d.state.ga.us: 55100/ psp/fecmdeyv EMPLOYEE/ERP/c,UX_SECURITY.C v || ##|| X | [Live Szarch 2
File Edit View Favorites Tools Help Links
w & [@Manager Security Request l_l far - B ® - [FPage v Tools
FSCMDEV

Home |
[ bty Favorites -~ — A~
[> Mews and Announcements PO Approval Type C ze |Find | B0 ) B st B0 g ora B0 Lot N
[ SAO Technical Add Remove |Description
[> Manager Sel-Service
[> Supplier Contracts il g U i &2k
= Agency Security 2 F] Approver 2-Up to 9,999
I CUEETIEE 2| || Approver 3-Up to 999,999,999
P ltems 4O Chartfield
[ Vendors
[> Purchasing
> eProcurement Authorized Location (Origins) - - | Find | 3] irs SO 3 as
[ Accounts Receivable (Add Remove *Route Control Profile
[» Accounts Payahle
+
[ Custom Accounts Payable { O |Adm|n Arez-PO (=]
> Salary Travel Per Diem 2 il [P0 Business Urit 46600 Q. =
[> Asset Management
> Banking 3 O [Pa origin Al Q, [=]
[ Commitment Contral
[- General Ledger
[» Set Up FinancialsiSupply
Chain igil - | Find. L First BN 4 op ¢ IO Lot

[ Tree Manager Value
[ Reporting Tools
[- PeopleTools
[> Fund Source Distribution L
[ Labor Distribution i omize | Find | E'| L First Il 1.4 or o Bl Lo
_401—‘1%” e I Fa?ISWDrd Add Remove (Description
I~ by Personalizations
I Wy Systerm Profile L. 10 Allow Single Payment Youcher {enables the operator to enter and pay a voucher to a one-time vendor).
- i w
(M\'D'Ctﬂ“ @ ZlF Authority to Override Match (enables the operator to override a voucher with a match exception). £

< | s

& Internet =

‘7 start CED @4 ~ £5 ~[Bi6+ @2 ~




o If the employee or contractor needs access to particular AP Origin, click the Add button and
enter the value in Origin box.

e If the AP Origin is not known, use ONL as the default AP Origin in the Origin box. For this
example, we click the Add button and enter ONL as the AP Origin in the Origin box.

o If Create Express Checks, Process Vouchers, Payment Processing, and Voucher Entry activities
are selected within the Accounts Payable module on the Activity Security tab, click the add
button appropriate Account Payable function.

For this example, we click the Add button for Authority to Override Match, Manually Schedule
Payments, and Record Payment in the Functions box. Please review access provided and save the page.

~ Manager Security Request - Windows Internet Explorer = (B X]
& - [Elhttp://frweb-1d.state.ga.us: 55100/psp/fscmdev/EMPLOYEE/ERP/c/DX_SECLRITY.C ¥ | [42 | % P
File Edit View Favorites Tools Help Links *
w & [@Manager Security Request lil far - B - & - [=Page v & Tools v

FSCMDEV

| Signout

Home: | Add to F;

[ e e e - — p—

| *

[ iy Favarites ~
[ Mews and Announcements
[+ A0 Technical

[> Manager Sel-Service ~ Accounis Payable

._.
3 @ P& Origin AN Q [=]

‘ P—

[> Supplier Contracts
= Agency Security

[ Custamers

[ Iterms

[- Wendors

[> Purchasing

[ eProcurement
[ Azcounts Receivable ;

[ ——— | (] Allow Single Payment Youcher {enables the operator to enter and pay 3 voucher to a one-time vendor).
[- Custom Accounts Payable 2 F Authority to Override Match (enables the operator to override a voucher with a match exception).

[ Salary Travel Per Diem . X
1> Asset Management 3 [F1 Manually Schedule Payments (autharizes user to override the Scheduled Payment Date).

ize |Find | &0 | B8 st B0 g ora IO Lot

[> Banking
" Cammitment Contral 4 il Record Payment (enahbles the operator to manually record a payment on the voucher payment page).

[> General Ledoer
[ Set Up FinancialsiSupply Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded module
Chain by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons below.

[> Tree Manager

[> Reporting Tools

[ PeopleTools

[ Fund Source Distribution
[ Labor Distribution E 5 i
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