SAO

State A L‘Countfn_f;},ﬁﬂc e

Financial People Tools Upgrade

New Menu Changes
May 2016



New Menu Changes

State Accoun

Office

| Favorites . | Main Menu . I

<:= New Top Menu A
Home | Worklist | Add to Favorites

Sign out
Team Works FS853TST

- el e Scenario: You are learning how to use

Menu C ov News and Announcements v By . . .
Sac , the new menu navigation in TeamWorks
@ Forgotten Password Hints: . .
My Favories We have noticed that you have not set up your security hint questionsiresponses that allows FI nan Clal S.
SRM Custom you fo use the forgotten password feature. It is important that you set up the security hint
Commitment Contral questions/responses to ensure that you have uninterrupted access to the system

el &nd Aouncements To set up your security hint questions/responses, use the 'My System Profile’ menu item At the end Of thlS tOpIC yOU ShOUId be

SAC Technical and then click on the ‘Change or set up forgotten password help' link found on the page.
Manager Seff-Service This message will stop appearing once you have set up your security hint ab | e to
Supplier Coniracts questions/responses. B .
erey Sty Rogular Nainananc - Navigate in TeamWorks
Customers Monthly: Monthly maintenance for TeamWorks Financials and Team Georgia Marketplace™ H
Products is scheduled for every third Sunday of the calendar month. The application will not be - S I g no Ut Of Teamworks
tems available for 1 hour between 7:00 AM to 8:00 AM
Vi . !

endors Weekly: The system will shut down every Monday between 5:00 AM and 5:30 AM for routine
Procurement Contracts maintenance.
Purchasing
Inventory QUESTIONS: SAQ CSC Financials
eProcurement A04-857-3050
Services Procurement 885-806-77T1

; FSCM@sa0.qa.00v

Sourcing
Grants QUESTIONS: SAQ CSC Security
Project Costing 404-657-2056
Maintenance Management 388-808-7771
Biling SAQ PS Access@@san.oa.qov
Accounts Receivable
Accounts Payable QUESTIONS: Team Georgia Mﬂrketp\acew
Custom Accounts Payable Procurement Helpdesk
Salary Travel Per Diem Phone: 404-657-6000
Asset Management Fax 404-657-8444
Banking procurementheln@doas.aa.qov
Cash Management FN News: Sign Up for FN News Here.

Financial Gafeway
[ https://saofnupg2 state.qa.us/psp/fsB3tst/EMPLOYEE/ERP/s/WEBLIB_PTPP_SCHOMEPAGE....




New Menu Changes

I Favorites Main Menu - I
-::: Maw Tosp Misnu

Team Works FSB53TST

Home | Workist | Addto Favortes | Sign out 5 Step 1

=D Personalize Content | Layout 7 Helg

Menu News and Announcemeants - ow
Search: ) o
® Forgotien Password Hints:
We have noticed that you not set up your security hint questionsiresponses that allows .
you to mmportant rity hint
i amien ko Mo s The TeamWorks Homepage displays.
Mews and Amnouncamants To set up your security hint questions/responses. use the "My System Profile’ menu item
and then click on the ‘'Change or set up forgotten password help’ link found on the page

This message will slop appearing once you have set up your security hint
quisshons/responss

SAO Technical

Agency Security

New changes include;

Cusiomers for T Financials and Team Georgia Marketplace™
Products therd Sunday of the calendar month. The appheatan wil nol be
w1100 A o .00 A - New Look to Home Page

Project Costing

Maintenance Management

Billing

Accounts Receivable
Pagas

Custom Accounts Payadle

Weekly: The system will shut down every Monday between 5:00 AM and 5:30 AM for routine
maintenance.

GUESTIINS: SAL SO Financials
404-65T-1558

B33.-206-TTT1
ESCM@sa0 ga gov

QUESTIONS: SADQ CSC Secunty
AVIGLT-3906
8488-806-T7TT1
SAD PS Accesti@eac g3 oov

QUESTIONS: Team Georgia Marketplace ™
Procurement Helpdisk

- Menu is now at the top

- Personalize Content and Layout option
Is now at the upper right corner of the
screen.

e o s Now, let's navigate in the new

Cas!
& Financial Gabrac

Management

FN News: Sign Up for FN News Here

https// saofnupgl. state.ga.us/psp/FsB53tst/ EMPLOYEE/ERP/ s/WEBLIB_PTPP_SC HOMEPAGE.... h

environment!

Click the Purchasing link.



New Menu Changes

Favorites - Main Menu - > Purchasing ~ Step 2

2 Home = Wordst | Addto Favontes | Sigm out
Team Works FS863TST

Mgin Mony >
ﬁl’]I] Purchasing

S e SR Notice, when the menu selection was

Management Reporting .~ i:rm\-“r;nmnn mzoneiie or review moguistions [~ Create requests ‘\:{ﬂrﬂ?ﬁ&\(ﬁFM: rrrrrrrr
T Minorty Regrl (A8 Bis) o FEEONIES, OF 2w 3
Bl i i s R made, the left hand menu went away.
= Mingoty ot By Qngin I= Asquosers Waorkhonch Dipnizh REQ's

FET T T Aporove Chantssids = Agdodste RFOs

R g b You now must use the top menu to
[ ./ Znel muentnn,_ana diapash purehnse orders [/ Enter nnd land reeniving dntn, enernte necninks, review .  Crente mtuma to vendor (RTVs), dispaich, recanciis or .

= el i r RV
R apace Bt o i s s s navigate to another page.
7 Bhpers WYonbenih 7= Maintain Delvery infirmation

13 Mo = Mainten Activity and Comments

Ao

You can choose to navigate at the top
menu or use the links under the menu
selection you made.

| bttps/iseatnupg2.state. ga.us/psp/ fB531t/ EMPLOYEE/ERP/s/ |




New Menu Changes

Favorites - Main Menu~ » Purchasing ~ Step 3

Home ‘Workist ASd 1o Favontes Sign out

Team Works Fe8E3TeT
i Mony >
=1 Purchasing
I%lj] . . -
e o B e S = —— Decision: Please make a selection from
[ Managemens Reparing - Capatn, mnininin,trzansile of ree roguiskions |2 Gronin requesia for qucios (7 -0s), onlor vencor . .

T ity Reoorl (A8 BiUs) o PSS, Of e 4

o i s B the options listed below.

= Mingnty Hot B Qngin Ll P SN R 1 1
- e e * Top Menu Navigation
.:‘ ;mm%%mm puehnse orers - mmm Freniving N, QERGILE REEMINE, TeviEw ;’: mmm\ﬁhm dispaich, recanciie or

= ind RV

_.m\.lmﬂe.:.wnr“f.‘i ’_ repM“ mjm!m :T;_,E!,. Sialuy GO to Step 4

T Dupers Workbench = Maintain Defvery infoemation

13 More = Mainten Activity and Comments
Ao

» Standard Menu Navigation
Go to step 10

| bttps/iseatnupg2. state. ga.us/psp/ f:B531st/ EMPLOYEE/ERP/s/ |




New Menu Changes

State Ac Jffice

o= | o= B Step 4

Home | Workkst | AddtoFavoriet | Sigm out
Team WorRs FS863TST

| bl Mo >
G,B'_;] Purchasing

M e i e 5 o e — - You chose to navigate using top menu

of | Beauest tor Luotes
| L,' Management fepanting {i,"’ Caeate maninin, rreaneile of fedew requisitions [{_”’, Crente requests for quoies (RFC), entor vendar
1 = Mingdty Repord (A8 BJs) orMason. - l_‘mi. of gward RFQs. - t'
= Minerty Mot Dy Gngin = Aoguester's Workbench 7 Diapateh REQ'S
2Moe T Aporove Chantiekis 1 Addiiodate RFOS
AMxe, Shioe
|| =] Burchase Orders ] Becelots =] Belum To Vendor
J_~ &dd, maininin, and aispntch purchnss ordors f,,n’ Enter nnd lond recotving datn, gonorte acerunds, review || 4 Grente rofuma in vandor (RTVS), dispatch, rocanclie or

£ s e e SRS e Click the Purchasing button.

5 Burers Workbarkh = -
13 More. =1 Maintain Aty and Comments
dbiowe

| [ Bttpssisaafnupaz.state gaus/pep a5 3s EMPLOVEE/ERP/&/ |




New Menu Changes

Fm- .M.aiﬂM.anu- > Fur:h‘aslng b Step 5

Home | Workist | Addto Favortes | Sigm oul
Team Works

i Meny >
&_11] Purchasing

O Purchase Orders
a
a

. s : —— After making your selection, a drop

Manage requisitions. purchase orders, n
-] Management Reporting £ Retum ToVendor , [ Gesunsrtor Quotes
- 2nnnqﬂmu Repaorting L ] e or Feview requisitions - ;mhe ms::m:::urﬂrlg‘g:‘wmj enter vendor . .
£ o - s down menu will display
=1 Minonty Kot By Qnigin = Raquesines Workhench %] Dispatch REQ's
2 More = Agorove Chanliekls 1 Agdicdsde RECs
4 More. SMore

=] Buchase Ordars ] Heceints = Baium Yo Yendor
J_~ &dd, maininin, and dipntch purchnss orders [~/ Entor nnd land recaiving datn, genornte neerunts, eview |4 Crente rotuma o vendos (RTVs), dispatch, rocenciin or
Tvs.

s T s o s Click the Management
Reporting menu.

13 Mgne = Maintain Aty and Comments
dhiowe



State A Iffi

Home | Workkst | Addto Favoniet | Sign out

Team Works 03 Maigement Reporting g
| B Roguisiions I (5] Minority Report (All BAUs) I
|| iy My = B e iRk [ Mirrity Report (infopac)
Il = 3 2 ¥ Orige
| éﬂ']] Purchasing B P _— 4‘ :unon:r Rpt :,r:r: n
| Fbanage mauistions pichass osemin ) Receints Qi i il S
= 03 Retum ToVndor 8] Recuimion Slatus Ropot = Hequest for Quotes
|| = Management Fioporiing = § § T — {~/ Create requests tor queses (RFOs), entor vendar
™ - responses, of award KOs
= Minory Ricport (nfopac) — Bewarly
= Minariy Ret By Qngin - Mﬂuﬂ%lm
Ahiove = Aodiipdsie
SMom
(| 7 usazagmans [ Becios =] Bsturn To Vender
L/ Adiel, madninin, and cispnsch purehnse orers {:,) Eneer nnd load recohving dnin, gerernte acerunls, review F; Crente rofuma e vendor (RTVS): dispeich, reeancils or
= Aganioaste Expeers PO and repoet on recerpts. T review RTVS.
= Addipenn PO il 1 Dpsinent Stales
7 Buers Workbench = Mointnin Delvery Informntion
13 More. =1 Maintain Activity and Comments

dMoe

| [ Bttpssisaofnupaz state.ga.us/pap/fs85 35t EMPLOYEE/ERP/&/ WEBLIB PTPP SCHOMEPAGE... |

Step 6

New Menu Changes

A sub-menu will display.

Click the Minority Report (All

B/Us) menu.



Stote Accou )ffice

Favorites - Main Menu~ > F o

Team Works FegEITST

Minority Report{All BiUs)

ing - » Minomty Report (All B/Us)

ibest sarry indormaation you have and click Search. Leavee fiekds Blank for i st of all vk

Fir Existing Volue | Add a New Value
= Search Criteria
Run Control I0: [Legins with ]

[ Icase sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Exsting Value | Acd a New Value

[ bttps/iseatnupg2.state.ga.us/psp/fB531t/ EMPLOYEE/ERP/hy Ttab= DEFAULT |

m Workhist

Addto Favories | Sign out

New Window | Heip | B

New Menu Changes

Step 7

The selected page displays, and you are
ready to complete the fields.

Return to the home page by clicking
the Home link.



Favorites - Main Manu -
Team Works

Menu

Search:

| )

+ Commitment Control

News and Announcements
BAD Technical

+ Manager Seil-Service

¢ Suppls

Contrs

 Apency Secunty
y Customers
» Frogucts

Ihems.

» Viendors
y Procurement Contracts

Purchasing

v Invensory

eProcunment
Services Procurement
Sowring

» Grants

Frogect Costing

+ Maintenance Management
» Biliing
¥ Accounts Recelvable

 Actounts Py

.!,
Cusiom Accounts Payabie
Sakiry Trarerd Poxr Divm
Agset Management

Ba

sang

Cash Management

Home Workfe! Add to Farearites

Personalize Content | Layout

News and Announcements

Password Hints:

We have neticed that you have not set up your security hint guestionsiresponses that allows
the forgatten g cord festture 18 s mmportant thal yo up The = by hunt

- that you have umnlerrupbed ace

it uap th

To set up your security hint questions/responses, use the "My System Profile’ menu item
and then click on the 'Change or set up forgotten password help’ link found on the page
This message will stop appearing once you have set up your security hint

N PO

for Ti Financials and Team Georgia Marketplace™
wvery therd Sunday of e calendar month The appheatsan wil not be
ar 1 hour bebwesn 7 (0 AM to 800 AM

Weaekly: The system will shut down every Monday between 5:00 AM and 5:30 AM for routine
maintenance.

CUESTHING: SAL SO Financials
4AD4-B5T- 1058
A33.206-TTT1
ESCM@sa0 ga goy

QUESTIONS: SAQ USC Security
AL4-GET-385G
208-826-77T4

AD Y AGLesEiDRa0 il o

QUESTIONS: Team Georgia Marketplace ™

Procurement Helpdesk

Phoe: 404-657-8000

Fax 404-857-8444

ki

DIOCHIE

FN News: Sign Up for FN News Hore

"~

New Menu Changes

Step 8

Once you have returned to the
homepage, the left hand menu
navigation will be displayed.

Click the Sign out link.



Financial Systems

PucpleSolt FSCM

Database: FSESITST
User 1D | |

Passworg
Eorgot vour password?

Important Notice

This is a State nl'Gl-i rgia ||pl:a|l Il et fo conduct official State bu: ned must be used
must follow the appropriate use Dollcv and procedures
defined by llu individual Ag cies or as defined by Georgia Technology Authority's appropriate uss

policy. All information in the system Inlonﬁi to the State of Georgia and may be read or monitored by
authorized persons.

By logging into this applical agree to abide by all established Enterprise, State and Fedoral policies
namlnn me a.ulllonﬂuw use of State of Georgla resources.
QUESTIONS: SAO CSC Financials  SAO CSC Security Team Georgla Marketplace ™
Procurement Helpdesk
404-657-3956 A04.657-3956 Phone 404.657-6000
BE8 896771 BEE 896 7711 Fax: 404 657 8444

ESCMEE3003.00¢  FAD PJ ACCess30.03 00V  DIOCUremenihelo)dods 03 gov

New Menu Changes

Step 9

You successfully navigated in the new
Financial TeamWorks System.

End of Procedure. Remaining steps
apply to other paths.



Favorites ~ | Main Menu~ > Purchasing ~

Team Works

Home | Workiist | AddfoFavorites | Sign out
FS853TST

Main Meny >
'=| Purchasing
¥9

Manage requisitions, purchase orders, receipts, GPO contracts, and related data.
Management Reporting ﬁ Requisitions ﬁ Reguest for Quotes

Management Reporting Create, maintain, reconcile or review requisitions Create requests for quotes (RFQs), enter vendor
=] Minority Report (Al BrUs) informfion. responses, or award RFQs.
=] Minority Report (Infopac [ AddUpdate Requisitions [ Reports.
=] Mingrity Rpt By Origin = Requesters Workbench [ Dispateh RFQ's
2 More. 1= Approve ChartFields ) Add/Undate RFQs
4 More... 5 More...
Purchase Orders Receipts Return To Vendor

Add, maintsin, and dispatch purchase orders.
= Add/Update Express POs

Enter and load receiving data, generate accruals, review Create retums to vendor (RTVs); dispatch, recencile or
and report on receipts review RTVs.
[ Add/Update POs [= AddModste Receipis | Document Status
=] Buyer's Workbench =] Maintain Delivery Informafion
13 More... [= Maintain Activity and Comments
2 More..

hitps://sofupg2.state.ga.us/psp/s8531st/EMPLOYEE/ERP/c/DX_PO_MENU.DX_POSADLGY.G...

New Menu Changes

Step 10

You have chosen to navigate using the
former menu path.

Find the Management
Reporting option.



New Menu Changes

State A )ffice

[Favortes - | MainMenu~ > Purchasing - Step 11

Home | Wordist | Acato Favontes | Sigm out
Team WorRs FS863TST

o
@'_'1’1] Pu!\'-ltllln.g.

o O d Click the Minority Report (All

i‘j R ﬁ Create, maininin, reeonziie of review requisiions F/? Create requests far guetes (RFOs), enter vendor
[ — i T B/Us) link
i R et [ ) Revars S) lINK.
= Minonty Kt By Qngin [ Aeoguesters Workhench [7] Dinpaich RFQ's
FrTeg = Acorovs Chantieins = Addpdste REQH
A Mom SMon
== Burchase Ordars Recalots Htum 1o Vendor
- Adiel, madninin, and cispnsch purehnse orders jmrmmmmm_pmmmm Crente refumns i wendor (RTVs]; dispaich, recanciie or
L~
= Agaicaste Expeers PO and repoet on recepts. T review RTVS.
7 Dupers Workbench _.Wm
13 More. =1 Maintain Aty and Comments
dbiowe

[ bttps/iseatnupg2. state. ga.us/ psp/ fsB53tst/ EMPLOYEE/ERP/</DX_PO_MENU.DX POSOLSY.G.., |




New Menu Changes

Step 12

. Home | Workist | AdGtoFavories | Sign out
Team WorRs F2863TST

New Window | Heip | B
| Minority Report(All Bils)

The selected page will appear.

| | Find an Existing Value || A i bw Vil

| | = Search Criteria

Run Contral I0: [bogins with w7

[ Icase sensitve

|
| | searcn Clear |Basic Search [ Save Search Criteria

| Find an Exesting Value | Add a New Value

i, bittps=/saofnupg2.state.ga.us/psp/fsB53tst/ EMPLOYEE/ERP/h/ tab= DEFAULT |




New Menu Changes

Fovaren= | Mol Mo~ Purbasing = 3 Managerant Fapotin = > Moy Fopar (4 805 Step 13

Workist | Addto Favortes | Sigm oul
Team Works FegEITST =

New Window | Heip | B

| Minority Report{All BiUs)

Return to the Home page by clicking
.l':l:‘lllalini’slutn\fnlulz At 2 Noew Vaaluns the Home |Ink.
Go to step 3

Run Control 10: [ Legins with |
[ Icase sensitve

Search Clear |Basic Search [ Save Search Criteria

Find an Exsting Value | Acd a New Value

| bttpsiseatnupg2.state.ga.us/psp/fB531:t/ EMPLOYEE/ERP/hy/ Ttab= DEFAULT |
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