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Job Aid – Employee Readiness Activities for GA@WORK Go-Live
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· Go to the different sections of this Job Aid to find instructions to complete the activities outlined on the Employee Readiness Activities for GA@WORK go-live checklist.
· Follow the instructions to complete the activities to get prepared for the go-live of GA@WORK.
· Each section has a due date when to complete these activities in red font.
· Ask your manager or your agency’s HR contact if you have any questions.  


[bookmark: _Toc228801094]Personal information updates in PeopleSoft/TeamWorks
Navigate to your personal information page in PeopleSoft/TeamWorks: 
[image: Screenshot of Personal Details page in TeamWorks]
· Verify your personal information, and confirm your personal details are correct. This includes:
· Your legal name, date of birth, and other personal details
· Your personal email address and all phone numbers
· Update as needed and Save each page you change
· Open your Direct Deposit/Pay Distribution page
· Confirm routing and account numbers, account type, and primary account.
· Remove closed/unused accounts, and Save any updates.
· Review your tax withholding (filing status and elections), if available in self‑service.
· Review any voluntary deductions that appear in self‑service.
· Save any changes you make.
COMPLETE THIS ACTIVITY BY MAY 29. 


[bookmark: _Toc228801095]Business, main, and mobile information review and updates in PeopleSoft/TeamWorks
Your business, mobile, and main contact fields will be publicly viewable in GA@WORK. 
· While reviewing contact information in TeamWorks, ensure any contact details listed as a mobile (mobile phone), main (main phone), and/or business type contact (business phone and business email fields) are updated with your appropriate work email / work phone information and not your personal contact details. 
· Only leave these fields blank if you do not have a work phone and/or work email. 
· It is important to review your contact information and confirm your personal email and phone are not listed as a business, main, or mobile contact. This information will be publicly visible on some transactions. 
· GA@WORK users with these security roles should pay close attention when updating their contact information: Sourcing buyers, contract admins, PO buyers, and requestors.
[image: Screenshot of personal details update screen in TeamWorks, emphasizing marking business phone number and businss email as work contact information and not personal information. ]
COMPLETE THIS ACTIVITY BY MAY 29. 

[bookmark: _Toc228801096]Benefits Preparation
With your benefits provider, such as the State Health Benefit Plan, GABreeze, or others:
· Login
· Review your current benefit enrollments.
· Confirm dependents’ names, dates of birth, and relationships.
· Review beneficiary designations and percentages, and Save changes.
Save Your Benefits & Leave Information
· Save or print a copy of:
· Current benefit elections and dependents
· Beneficiary information
· Current leave balances or other earnings/leave details you may want later
· Store these in your personal files for future reference.
COMPLETE THIS ACTIVITY BY MAY 29. 
[bookmark: _Toc228801097]Expense Submission
· Employees should submit all expense reports and cash advances by June 24, 2026. 
· All should be approved by June 26, 2026.
COMPLETE THIS ACTIVITY BY THE INDICATED DATES.
[bookmark: _Toc228801098]Screenshots and downloads from PeopleSoft/TeamWorks
Screenshots provide a way for employees to self-validate that their information successfully moved from PeopleSoft/TeamWorks to GA@WORK. Ask your manager or search online if you’re not sure how to create a screenshot. You’re recommended to save screenshots to your computer in a location you will be able to easily find them again after July 2026.
· Download or print recent pay stubs you may need for:
· Loans or housing applications
· Income verification or personal records
· Do this before you lose access to PeopleSoft.
· Download or print any available tax forms (e.g., W‑2s, other tax documents).
· Keep copies for your personal tax and financial records.
· Complete this step before access to PeopleSoft changes.
COMPLETE THIS ACTIVITY BY JUNE 30. 
[bookmark: _Toc228801099]Time and Leave Preparation
Only time and leave requests submitted through June 30 and approved by June 24 will be converted to GA@WORK. After June 24, access to PeopleSoft/TeamWorks will be made Read Only and users will not be able to make updates. Submitting and approving time and leave requests before the deadlines below ensures your leave balances will be accurate in the new system. 
[image: Screenshot of TeamWorks Employee SElf Servcie page with a red box around the Leave Balances tile]
All Employees (Including Managers):  
· Enter and submit all time and leave requests through June 30 by June 24. 
· Take a screenshot of your current leave balance in PeopleSoft/TeamWorks by June 24, and save it to validate it once you have access to GA@WORK. 
· Recommend taking a screenshot and saving it to your desktop. 
· Take a screenshot of any future leave requests past June 30 in PeopleSoft/TeamWorks by June 24 
· Recommend taking a screenshot and saving it to your desktop 
Time Approvers: Approve all time submissions and pending leave requests by June 24.
After July 1, re-enter any future leave requests past June 30 in GA@WORK that were entered in PeopleSoft/TeamWorks. 
COMPLETE THIS ACTIVITY BY JUNE 30. 

[bookmark: _Toc228801100]Signing on to GA@WORK
Your agency is responsible to communicate to you how to sign-in and access GA@WORK beginning July 1. If you have not received instructions about how you will sign into GA@WORK, reach out to your agency help desk or IT team.
Job Aids for how to sign on are available on the GA@WORK Resource Library.
[image: Screenshot of the ways different agencies login to GA@WORK at go-live]
YOU SHOULD KNOW HOW TO SIGN-ON TO GA@WORK BY JUNE 2026.
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Preparing everyone for the GA@WORK go-live in July 2026

Complete your Employee Leamn how to use GA@WORK by completing training

" " 5/28/2026
Foundational Learning Program 0 Access training in Team Georgia Learning; visit the GA@WORK Resource Library for training information.

Learn from your agency how you  Your agency is responsible for communicating how to sign-in and access GA@WORK beginning July 1

earn tror June 2026

will sign-in to GA@WORK O If you have not received instructions, reach out to your agency help desk or IT team. une
Information updates in TeamWorks — Cleaned up data in TeamWorks means accurate data in GA@WORK

O Verify your personal information in TeamWorks, and confirm your personal details are correct.
Open T“'"WI"_""'S ﬂ"d!fe‘“ew O Carefully review and confirm your contact information is accurate.
your personal information. O Review your direct deposit information, and confirm routing and account numbers, account type 52012026
(checking/savings), and primary account. Remove any closed or unused accounts.
Only as needed, update any " ° °
Felds and save your changes. O Check tax withholding and deductions.
O Check job/work information that is visible to you

Open TeamWorks and review Your business, mobile, and main contact fields will be publicly viewable in GA@WORK.

your business, main, and mobile ] X . .

formation. O While reviewing contact information in TeamWorks, ensure any contact details listed as a main, mobile, or

a business type contact (business phone and business email fields) are updated with your appropriate 5/29/2026

Only as needed, update any filds work email / work phone information and not your personal contact details.

R G TS Only leave these fields blank if you do not have a work phone and/or work email
Benefits preparation in the vendor system — Review in GA HBP Portal/ERSGA

Review your benefits Q Confirm benefits, dependents, and beneficiaries. .,

information O Save and print a copy of your benefit elections, dependent information, beneficiary designations.

— This is for those employees who submit or approve expense reports
Submit any cash advances or Employees should submit all expense reports and cash advances by June 24, 2026. All should be approved by~ 6/24-26/
expense reports in Concur 6/26/2026. 2026

and from Te ks — Saved provide a way for you to self-validate your information in GA@WORK

Historic payslips will not be converted into GA@WORK. This is important for any employees who might be
Take screenshots of payslips buying a car or home and need proof of income 6/30/2026
O Take screenshots of payslips at least from Jan. 1 — June 30, 2026.

Download W-2s older than five Only five years of W-2s will be converted to GA@WORK.

6/30/2026
years 0 Employees should download any W-2s beyond that date if needed
T EamT e aile O Take a screenshot of your current leave balance in Teamworks as of June 24, 6/30/2026
balances and requests O Take a screenshot of any future leave requests past June 30 in TeamWorks.

Time and Ab paration — C these activities to your time and leave requests

Enter and submit requests QO By June 24, enter and submit all time and leave requests through June 30, 2026. 6/24/2026
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Emails and phone numbers are shared with other State enterprise systems and authorized service providers; including health and flexible
benefits, payroll services, learning, recruiting and customer relationship management systems for official state business purposes. The

State of Georgia may use your email and/or phone number to communicate with you regarding work-related matters. When entering your
phone or email, please select the most appropriate type.

« Phone Number - If assigned, your work/office number should be ‘Business’ type and marked ‘Preferred’.

« Email - Agency/work email should be designated as ‘Business’ email type and marked ‘Preferred”. If an alternate email is acceptable for office
use in your agency, you may also use ‘Business Alternate’ as email type.
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Allows users to access GA@WORK using their Agency credentials without needing a

separate username and password

GA@WORK login methods at go-live

Non-GETS* Agencies using Single Sign On (SSO)

GA@WORK
As of date: 4.21.26

GETS* Agencies using Single Sign On (SSO)
Allows users to access GA@WORK using their Agency credentials without needing a
separate username and password.

Public Broadcasting Department of Labor

Office of the State Treasurer Technical College System of Georgia

(TCSG/ Including 22 Colleges)
Employees Retirement System of Georgia

General Assembly

Department of Law

Public Safety Training Center Office of the Inspector General

Criminal Justice Coordinating Council Professional Standards Commission

Department of Audits and Accounts Public Service Commission
State Board of Pardons and Paroles
State Road and Tollway Authority
Student Finance Commission

View Point Health

Department of Banking and Finance
Department of Community Affairs
Department of Community Supervision
Department of Early Care and Learning

What if my agency is not listed on this sheet?

If your Agency is not listed, then your Agency will use Native Login with a form of
multi-factor authentication (MFA). Native Login with MFA allows users to access
GA@WORK using their username and password to directly login to GA@WORK.
Native login allows users to manage their own password resets, if and when needed.

Questions?

Contact: nextgen_secmap@sao.ga.gov

*Georgia Enterprise Technology Services

Department of Administrative Services State Accounting Office

Department of Community Health Office of State Administrative Hearings
Georgia Aviation Authority
Department of Public Health

Division of Family and Children
Services

Georgia Bureau of Investigation
Georgia Technology Authority

GETS* Agenci
Allows Agen: to use both methods

using Hybrid
SSO0 and Native Logi)

Department of Behavioral Health and Developmental Disabilities
Department of Corrections Department of Natural Resources
Department of Juvenile Justice Department of Driver Services
Department of Human Services Office of The Governor

Department of Revenue

Non-GETS* Agencies using Hybrid

Allows Agencies to use both methods (i.e., SSO and Native Login) as needed

Administrative Office of the Courts Department of Education

Superior Courts of Georgia Office of Planning and Budget

Vocational Rehabilitation of Georgia
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