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Fiscal Leadei’ship for Georgia

Generic Requester ID - FN

State agencies need the ability for one user to create requisitions for multiple origins as oppose
to one origin per user as it exists today in FSCMPROD. This can be done by adding generic
requester ids that have a unique origin code and can be accessed by multiple users. Generic
requester id will be added as a user id in FSCMPROD with no roles attached and will update the

requester table.

The manager would log in to the appropriate PeopleSoft database and navigate as follows:

-

[ My Favorites

[ News and Announcements
- SAO Technical

- Manager Self-Service

i Supplier Contracts

I Vendors

> Purchasing

- eProcurement

[~ Accounts Recelvable

[* Accounts Payable

I Custom Accounts Pavable

I Salary Travel Per Diem

- Asset Management

I Banking

- Commitment Contral

L General Ledger

(> St Up Financials/Supply
Chain

[ Tree Manager

i Reporting Tools

[ PeopleTools

i Fund Source Distribution

- Labor Distribution

— Change My Password

— My Personalizations

— My Svetem Proflle

— My Dictionary

£ >

Done

Manager Security Request

Enter any information you have and click Search_ Leave fislds blank for a list of all values

Find an Existing Value | Add & New Value

Madrmum nurmber of rows o return {up to 300); 300
Business Unit: beains with Q
Request ID; begins with  »

Last Name: hegins with  ~
Empl ID: begins with ~
User ID: 'beglnswllh s
Action: 1= -
Status: = v |
[CIcase Sensitive

Search Clear Ig'm.ir Segrch B Save Search Criferia

Find an Existing Value | Add & New Valye

Mew Windgw | Help | B

& Internet

®100% -




Please click the Add a New Value tab.

The following page will appear and it will require you to enter your Business Unit. For this
example, we will enter 40700 and the click the Add button.

& Manager Security Request - Windows Internet Explorer T R ¢ — O —— =) x
w = [ @) https://sacfntst.state.ga.us/psp/fscmtst/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC HOMEPAGE FicldFormula IScript_AppHP?pt frame=DX_AGNCY ~ G [ i 42| x | [B Google 2R
x Google ~ | *] search - |- 2§ Share | More 3> Signln &

i Favorites | o

Suggested Sites ~

& Contact First Data {g] Web Slice Gallery ~

| @ Manager security Request

‘_ - ~ (1 dmn ~ Page~ Safety~ Tools~ @+

[> Manager Self-Service

[> Supplier Contracts

[ Agency Security

[> Customers

> ltems

> Vendors

> Procurement Contracts

> Purchasing

> eProcurement

[> Services Procurement

[> Sourcing

[> Accounts Receivable

[> Accounts Payable

[> Custom Accounts Payable

[> Salary Travel Per Diem

> Asset Management

> Banking

> Financial Gateway

[> General Ledger

[> Set Up Financials/Supply
Chain

> Enterprise Components

> Worklist

[> Tree Manager

> Reporting Tools

> PeopleTools

> Fund Source Distribution

[> Labor Distribution

— Change My Password

— My Personalizations
— Mv Svstem Profile
P e »

FSCMTST

Home |

Worklist | Addto Favorites | Sign out

New Window | Help | &

htep

Manager Security Request

Find an Existing Value i Add a New Value

Business Unit: 40700 O

Request ID: NEXT

Add

Find an Existing Value | Add a New Value

< . ] )

€D Internet | Protected Mode: Off & v |150% -

Lt

The Security Request page will appear for the manager to enter the Generic Requester ID

information.

Generic Requester ID —FN

The Action field value is Add.

The Status field is in the Draft mode.

The Request Type field is TGM Requester.

The manager’s User ID, name, and phone number is also displayed in the Enter By field.
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e The Access Type for Generic Requester IDs will be Temporary and make the Expiration
Date at least a couple of years. For this example, we will enter 9-30-2018. This field is

required.

@ Manager Security Request - Windews Intermet Explorer T i . — A W—— [ESSF ]

m- | &) hittps://saufnitststategaus/psp/fscmist EMPLOYER/ERP/s/ WEBILIE_PTPE_SC.HOMEPAGE FreidFormulascrt AppHPTpt iname=0x AGNCY = & [ 42 | 2 | [ Googre o
x Google - |2 Search - 3§ Share | More 3 Signin A

S Favorites o [S) Suggested Stes » 2] Contact First Dsts [ ] Web Slice Gallery v

8 Manager Security Request | fit - B - |7 & - Page= Salety=- Took=- @-
. FSCMTST
Home | Worklist | AddtoFavortes | Signout

MNew Window | Help | Customize Page | n@,

Security Request | Comments || || Procurement Security | UserInformation | Security Approval | Status History |
Business Unit: 40700 State Accounting Office RequestID: 0000000204 Request Seq Num: 1

Electronic signature of Security Officer and Supervisor acknowled licati t for 1D, d and an understanding

that appllcant is Iegally responsible for the protection of said ID/Password pursuant to Chapler 9 of Title ‘Ia of the Official Code of

Geocrgia Anr gia Computer System Protection Act, as well as all other apg F rmation laws.

Security Request

*Requested Date: 09/06/2013 [ *Action: Add -
*Status: Draft - *Request Type: TGMRagstr -
Reject Reason:
Source: Online Support Number:
Entered by: CLDUGGER Christopher Dugger Entered on: 09/03/2013

Submitted By:

Access Type

Permanent @ Temporary Expiration Date 09/30/2018 [3{) ‘
& Internet | Protected Mode Off fa v H1WE -

e The User ID is the valid origin code for your Business Unit. For this example, we will
enter 40700_TRV. For Generic Requester IDs, the User ID must be 9 characters in length.
The first 5 characters of User ID must match the business unit. The 6" character of the
User ID must be an underscore. The last 3 characters of the User ID must be a valid
origin code. This field is required.

e The Password field is not required.

e The Origin Code description is Travel Automation. The First Name is Travel and the Last
Name is Automation. These fields are required.

e The Phone Number and Email Address is the manager’s phone number and email
address that is entering the request for Generic Requester ID. These fields are required.
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«

The Supervisor’s Information is the Name and Phone Number of the manager entering
the Generic Requester ID. These fields are required.

@ Manager Security Request - Windows Internet Explorer

T el ¢ — —— W——

(=Hio)
@ > [ hitps://saofntst state.ga.us/psp/fscmtst/EMPLOVEE/ERP/</WEBLIB_PTPP_SC.HOMEPAGE FieldFormula JScript_AppHP?pt_fname=DX_AGNCY + & [uma[ 42| x \ Google
x Go glz| v|~'] Search - | 2 Share

More sigr
Suggested Sites = 2] Contact First Data @] Web Slice Gallery =
| @ Wanager Security Request

<y Favorites o

| [ IR v [ mm v Pagev Safetyv Tools+

FSCMTST

Home
»

Worklist | AddtoFavorites |

*User ID: 40700_TRY

Initial \
Password:
Empl ID:
“First Name: | Travel Middle Initial:| | *Last Name: |Automation
Job Title: |

*Telephone: 404/123-4567

Email Address:|dummy1@sao.ga.gov

Fax Number:

Business Address

Address Line 1: ‘

Address Line 2: ‘
city: |
State: | Q Postal Code:

Supervisor's Information

*Name: \Chris Dugger

*Telephone: 404/123-5555

DannlaQ@aft lamr IN s limited $4 2 9N Chavactara (A 7 AnAlNe N O\ and tha fieet alharactar maiet o alinbha 1§ Ha; cmmnastadd
ni

& Internet | Protected Mode: OFf

G v ®150

Please review the information and click the Save button.

Generic Requester ID —FN
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On the Procurement Security tab, the Generic Requester role will already be checked for
you.

8 Manager Security Request - Windaws Internet Explorer B "S-, — Lo |
m' (] hutps//sactntst state.gaus/ psp fscmtst/ IMPLOYEL/ERP/s \WEDLID_PTPP_SC.HOMEPAGL FiekiF ormulaScript_AppHPTpt framesDX AGNCY ~ ) [sba] 4 | | [EB Googie o
x Google = 2 Search = | T share | Mare 2 Signin S
T i Favorites | g (5] Sugpested Stes = @] Comtact Firct Deta (5] Web Sher Gailery
# Manager Security Request fi ~ B ~ |3 @ - Page= Safety~ Took~ i~

FSCMTST

=

New Window | Help | Customize Page | "lé?.

Security Reguest Commants Activity Security Frocurement Security User Information Saecurity Approval Status History

Business Unit: 40700  State Accounting Office Request ID: 0000000204 Request Seq Num: 1
Expand each meodule individually by clicking the triangle in the blue module L= pse the individual expanded module by
clicking the triangle in the blue module header. You can also diceoll all modules by clicking the buttons below.

Expand All |  Collapse All |

~ eProcurement

Activities : _
Add |Remove Description

n 1-8 of & ﬂ

-

Adhoc Approver

I of Create Requisition

AN ¥l Create Requisition (no recelving)

4 = x| Generic Requester

s O & ePro Approver (Approves a requisition)

& m| =) ePro Buyer (Create and Dispatch Purchase Orders)

Requisition Dafaults

|Remove

1o @ Default Origin for this requester: | Q
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e The Requisition Defaults information is required. For this example, the Default Origin is
TRV. The Default Ship To is PO_001001. The Default Buyer is CLDUGGER.

e The Chartfield Defaults information is not required but optional. For this example, this
information was not entered.

#8 Manager Secunty Request - Windows internet Explorer | e v e e T . | (5 i
mv { i8] tps://saatntiestate.gaun/pip tscmit/EMPLOYEE/ERP/ s WEBLIE_PTPP_SC, HOMEPAGE FieldFormula IScript_AppHPIpt I AGNCY ~ & [ | = | [ Googte )
x Google - '_'.l!umh- T share | More 3 Signin 9
i Favorites o (=] Suggested Sites = @, Contact Firss Data. @] Web Slice Gallery =
2 Manager Security Request Bh~ B -~ @ v Pagev Sufey~ Took~ i@
‘ ﬁ" > FSCMTST
Gy Home | Workiist | AddioFavorites |  Signout
=13
CIRa o7 IO AP L @ ey ]
‘ & | “ ePro Buyer (Create and Dispatch Purchase Orders)
Requisition Defaults Ci ze | Find | IF‘| ] irst T 1.3 or 3 I L st
| | |Remove |value
i@ i} Default Origin for this requester: | TRV Q.
2 E ] Default Ship-To for this req (Only 1 all ) |PO_po1001
[ 2= i} Default Buyer for this requester (PeopleSoft user 1.D.): |CLDUGGER <1
Chartfield Defauts ~  gustomize | Find
[ |Ada |Remove  |Parameter List
1o 2 Account Q
; 2 B 4] Fund Q |
1
a M 2] Department (&8
4 | = Fund Source (& §
5 [ % Program Q
6 I = Class Q
T [ PC Business Unit Q
8 [ &) Project QU
- | [ Activity (DOT only) o
I m v
& Internet | Protected Mode: OFf fh - WLSOW -
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On the User Information, more information is needed.

e The Default Ship To, the Default Location, and the Default Origin are required fields on

this page. For this example, the Default Ship To and Default Location are PO_001001.
The Default Origin is TRV.

#8 Manager Security Request - Windows Intemet Explorer —— e —— W— —

e
m' i8] ttps/sactntet state. ga us/psp Tscmtst/EMPLOYEL/ERFY & WEBLIE_PTPP_SC HOMEP AGE FieldFormula Ierpt_AppHPTpt_frames DU_AGHCY + il [uba] +# | 3¢ |l Google 2
x CGoogle = 2§ search = | Hf Share | More 3 Signln
i Favomes % [=) Suggested Sites » i8] Contact First Data 8] Weh Slice Gallery +
48 Manager Security Request fh = B - L0 dm = Page= Salety= Took= =
ﬁ‘“i-) FSCMTST
N

Home | Worklist | Addio Favoites | Signout

=13
ShipTo SetiD: 40700 O Ship To: PO_001001 4

Address Line 1: State Accounting Office
Address Line 2: Suite 1604, West Tower
Address Line 3: 200 Piedmont Avenue
City: Atlanta State: GA Postal Code: 30303-3404

Default Location
Location Set ID: 40700 4 Location Code: PO_001001 4

Address Line 1: State Accounting Office
Address Line 2: Suite 1604, West Tower
Address Line 3: 200 Piedmont Avenue

City: Atlanta State: GA Postal Code: 30303-3404
Defauit Origin : Customize | Find | @1 | B it Bl 4 or4 Bl Lot
|Add |Remow |\|"alue
1. Default Origin (Location) Code: TRV &

Roles

|—“_[Edd ‘Remove |Description

[

Ellall

Please review the information and click the Save button.

When the Generic Requester ID is completed by the manager, the manager will change the
Status field from Draft to Manager Submitted. This will send an email to the Agency
Security Officer and inform them that they have a Security Request to review and approve
before it is sent to Pending Approval Status for DOAS to approve. After DOAS approves the
Generic Requester ID or any TGM activity, CSC is sent an email to create a ticket before SAO
Security can process the security request. When the security request is processed and
completed, the Agency Security Officer will receive an email that the request is complete.
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