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View Drug Testing Results Approval Process

The PeopleSoft Online Application requires that View Drug Testing Results access be approved before
SAOQ Security can process the Security Request. You will receive an email stating the following:

This email is to inform you that a Security Request has been submitted in HR89DEV that requires your
approval. Please log into HR89DEV, navigate to Agency Security => Security Request and review the
following Security Request:

Business Unit: 41900
Request ID: 0000000003
Request Date: 4/8/2011
User Name: Hope Taylor

User Id: HATAYLOR

You may approve or reject the Security Request. If you reject the request, you will need to enter the
reason on the Security Request page. You may also enter additional comments on the Comment page.
Please do not reply to this e-mail. If you reply, you may not receive a response.

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not
the intended recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or
other use of the contents of this email by anyone other than the intended recipient is strictly prohibited.

The above email informs you that a Security Request needs your approval. It states the Navigational
Path, Business Unit, Request ID, User Name, and User ID.




We will now login to view and approve or reject the Security Request.
e Please navigate to Agency Security =»Security Request.
e Enter the Business Unit and click the Search Button.

You will find the Security Request in the Search Results list and the Status will be in Pending Status.

S

Search: New Window | W5

®

[> My Favorites

[> Self Service

[» Manager Self Service

|= Agency Security

| — Security Request

[ Workforce Administration

[> Benefits

[ Compensation

[> Payroll for North America

[- Global Payroll & Absence
Mamt

[> Crganizational Development

[- SetlUp HRMS

[ Worklist

[» Reporiing Tocls

[ PeopleTools

— Chanae My Password

— My Personalizations

— My System Profile

— My Dictionary

Security Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value Y Add a New Value

Business Unit | begins with + |41900 |
Request ID: |neginswitn Sl |
Requested Date:| = v | | IE

Last Name: |begins with |+ || |

EmpliD: |heginswith w || |

User ID: |beginswith - || |

Action: = v

Status: = w w

[case sensitive

Search l Clear | pasic Search [E save Search Criteria

Search Resuits

ss Unit Request ID Reguested Date | ast NameFirst Name EmpllD  UserlD  Action Status

0000000001 02/25/2011 Radclifte Reaina 00755278 00755278 Add  Mar Submit

0000000002 03/30/2011 Banks Lorie
0000000003 04/08/2011 Tavlor Hope blank) HATAYIORAdd Pending

Find an Existing Value | Add a Mew Value

00295177 00295177 Add Approved
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The Status is in Pending Approval.

e This means it needs you to approve or reject the Security Request.

e SAO Security cannot process the Security Request until you approve it.

e Please review the Security Request.

If you approve, select the Security Approval Tab.

Search:
®

[ My Favorites
[> Self Service
[ Manager Self Senvice

[~ Agency Security

Security Reguest
[ Worldorce Administration
[ Benefits
[ Compensation
[+ Payroll for Morth America
[> Global Payroll & Absence
Mgmt
[» Crganizational Development
[- SetUp HRMS
[ Warklist
[- Reporting Tools
[ PeopleTools
— Chanae My Password
— My Personalizations
— My System Profile

— My Dictionary

| Security Request | Comments | Activity Security | Security Approval | Status History

Business Unit: 41300 Ga Dept of Community Health BU

Request ID: 0000000003

MEW WINAOW | nity

Electronic signature of Security Officer and Supervisor acknowledges application. receipt for ID. password and an

understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16 of

the Official Code of Georgia Annotated, Georgia Computer System Protection Act. as well as all other applicable

computer/information laws.

Requested Date:
Status:

Entered by:

T 04/08/2011
1 Pending Approval

Reject Reason:

T 00189761

Karen . Turner

Action; Add

Request Type: Contractor

Entered on: 04/05/2011

User ID:
EmpliD:

First Name:
Job Title:
Telephone:
Email Address:

HATAYLOR

Hope
Contractor
404123-4444

dummyl@sao.ga.gov

Address Line 1:
Address Line 2:

City:
State:

Middle Initial: A

Postal Code:

yserpata |

Initial Password:|WDWE+kDHFH\IquII8AdIeA==

Population Access
Last Name: Taylor

Fax Number:

L
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Please click the Approve or Reject Button by your Employee ID.

For this example, we will select Approve and click the Save Button at the bottom of this page.

e

Search: b
)] | Security Request | Comments '} Activity Security | Security Approval Y Status Histary |

[> My Favorites
[> Self Service

> Manager Self Service Business Unit: 41900  Ga Dept of Community Health BU Request ID: 0000000003
= Agency Security
| — Security Request
[ Workforce Administration
b Benefits User ID: HATAYLOR Password: \WDwE+kDHFZMZvllgAdleA==
[- Compensation First Name: Hope Middle Initial: A Last Name: Taylor
[> Payroll for North America Telephone: 404/123-4444 Fax Number:
[- Global Payroll & Absence & # :
Jamt Email Address: dummy1@sac.ga.gov
[> Crganizational Development
[» SetUp HRMS Sort By Approver Id Sort By Module

L= Worklist

[ Reporiing Tocls

[ PeopleTools

— Chanae My Password

— My Personalizations Module: Sequence Number: 999
— Iy System Profile D intion:
— v Dictionary G S )
Approver: PSSECADIN Approved hepecied
Comments:
Module: HR Sequence Number: 150
Description: View Drug Testing Results =
5 3
Approver: 00268809 Approved [ Rejected
Comments:
Module: HR Sequence Number: 150
Description: View Drug Testing Results
Approver: 00362518 Approved Rejected
Comments: Approved by 00268309
“
Done il @ Internet ®100% -




When you approve and save the Security Request, it changes the Status of the Security Request to

Approved.

Search:

®

[ Ky Favorites
[ Self Senvice

[> Warlforce Administration
[ Benefits

[ Compensation

[ Payroll for Maorth America

[» Global Payroll & Absence
Tgmt

[» Crganizational Development

[ SetUp HRMS

[ Waorklist

[> Reporting Tools

[- PeopleTools

— Chanage Wy Password

— My Personalizations

— My System Profile

Mew Window | B (4

[ Security Request {_ Comments ) Activity Security | Security Approval | Status History |

Business Unit: 41300 Ga Dept of Community Health BU RequestID: 0000000003

Electronic signature of Security Officer and Supervisor acknowledges application. receipt for ID, password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16 of
the Official Code of Georgia Annctated. Georgia Computer System Protection Act. as well as all other applicable
computer/information laws.

Requested Date: 04/08/2011
Status: Approved

Action: Add
Request Type: Contractor
Reject Reason:
Entered on: 04/05/2011

Entered by: 00199761 Karen V. Turner

o

— 1y Dictionary
UseriD: HATAYLOR Initial Password: WOwE+kDHFZMNZavliBAdled==
EmpliD: FPopulation Access
First Name: Hope Middle Initial: A Last Hame: Taylor
Job Title: Contractor e
Telephone: 404/123-4444 Fax Number:
Email Address: dummy1@sao.ga.gov
Address Line 1
Address Line 2:
City:
State: Postal Code:
De v
Done
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An email is sent to SAO Security informing them that you approved the access and SAO Security can now
process the Security Request.

This email is to inform you that a Security Request has been approved in HR89DEV. The SAQO Security
Administrators have been notified and your request will be processed as soon as possible. Please log
into HR89DEV and review the following Security Request:

Business Unit: 41900
Request ID: 0000000003
Request Date: 4/8/2011
User Name: Hope Taylor

User Id: HATAYLOR

SAO Security: You may complete or reject the Security Request. If you reject the request, you will need
to enter the reason on the Security Request page. You may also enter additional comments on the
Comment page.

Please do not reply to this e-mail. If you reply, you may not receive a response.

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not
the intended recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or
other use of the contents of this email by anyone other than the intended recipient is strictly prohibited.




If you reject the Security Request, please click the Reject Button by your Employee ID.

e

Search:

®

[> My Favorites

[> Self Service

[» Manager Self Service

[~ Agency Security

[ Workforce Administration

[> Benefits

[ Compensation

[> Payroll for North America

[- Global Payroll & Absence
Mamt

[> Crganizational Development

[- SetUp HRMS

L= Worklist

[ Reporiing Tocls

[ PeopleTools

— Chanae My Password

— My Personalizations

— My System Profile

| Security Request § Comments | Activity Security ' Security Approval Y} Status History

— My Dictionary

Business Unit: 41900 Ga Dept of Community Health B RequestID: 0000000001

New Window | B, -~

UserID: 00755278 Password: OmC1wd/oANIPICTVITE+w==

First Name: Regina Middle Initial: Last Name: Radcliffe
Telephone: 404/123-4444 Fax Humber:
Email Address: dummy1@saoc.ga.gov
Sort By Approver Id I Sort By Module

Module:
Description:

Sequence Number: 999

Approved Rejected

Approver: PSSECADM
Comments:

Module: HR Sequence Number: 150
Description: View Drug Testing Results

[ approved Rejected

Approver: 00263809

Comments: |

Iain Content

Module: HR Sequence Number. 150
Description: view Drug Testing Results

Approved Rejected

Approver: 00362518

Comments: Rejected by 00268509
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It is required to enter the Reject Reason on the Security Request Tab.

The employee may need training, agency may not need access, or whatever reason you think is

appropriate.

Please enter the reason in the Reject Reason field and click the Save Button.

ORACLE
[Menu &
_Search:

®

[ Ky Favorites

[ Self Senvice

[» Manager Self Senvice

I+ Agency Security

[ Waorldorce Administration

[ Benefits

[ Compensation

[> Payroll for Morth America

[ Global Payroll & Absence
Mgmt

[» Organizational Development

[ SetlUp HRMS

[ Worklist

[> Reporting Tocls

[ PeopleTools

— Chanae My Password

— My Personalizations

— lly System Profile

| Security Request {_ Comments | Activity Security | Security Approval | Status Hisfory

Business Unit: 41300 Ga Dept of Community Health BU

Request ID: 0000000001

New Window | B, (4

Electronic signature of Security Officer and Supervisor acknowledges application. receipt for ID. password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16 of
the Official Code of Georgia Annotated, Georgia Computer System Protection Act. as well as all other applicable

computer/information laws

Requested Date: 04/05/2011

*Status: (Al v

Reject Reason: Employee Need Training.

Entered by: 00120669

Sandra D Crane

Action: Add
Request Type: Employee

Entered on: 02/22/2011

— My Dictionary
UserID: 00755273 Initial Password: QmC1w9/oAMIPICTVATE+w== i Content
EmpllD: 00755278 Fopulation Access
First Name: Regina Middle Initial: Last Name: Radcliffie
Job Title: 1
Telephone: 404/123-4444 Fax Number:
Email Address: dummy1@sao.ga.gov
Address Line 1:
Address Line 2:
City:
State: Postal Code:
v
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An email is sent to the Agency Security Officer informing them that the Security Request has been
rejected.

This email is to inform you that a Security Request has been rejected in HR89DEV. Please log into

HR89DEV, navigate to Agency Security => Manager Security Request and review the following Security
Request:

Business Unit: 41900

Request ID: 0000000001
Request Date: 4/5/2011

User Name: Regina Radcliffe

User Id: 00755278

This request may be updated by changing the status to 'Draft'. The request may be submitted again
once the reason for the rejection has been corrected.
Please do not reply to this e-mail. If you reply, you may not receive a response.

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not
the intended recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or
other use of the contents of this email by anyone other than the intended recipient is strictly prohibited.




