2 1=] Job Aid

Requesting a New Security Request - Contractor

Favoriles ~ Main Menu ~
Home Worklist Add to Favorites. Sign out
Team Works
Personalize Content | Layout “? Help
Self Service Quick Links € ©~¥ | News and Announcements [+

QUESTIONS: SAO CSC HCM
404-657-3956
View Paycheck 888-896-7771
= View Paychecl
HCNM@sao.ga.qov
Rewewcurremandpnmpay:had:s, HCN@sa0 aa gov

Personal Information Summary
= review a summary of your personal information.

QUESTIONS: SAQ CSC Security
404-657-3956

‘Your Employee Leave Summary Information is 862-896-7771

now available on your Home Page. We are still SA0 PS Access@sao.ga.qov
investigating a small percentage of our overall

Time & Labor population. Please contact your HR

office if you have questions regarding a possible

TeamWorks Time & Labor Notice© & v

discrepancy. Thank you! QUESTIONS: Human Resources Administration (HRA)
Phone: 404-656-2705
Employee Leave Summary T o hra@doas.ga gov
Leave Balance
Annual Leave 360 HCM News: TeamWorks HCM communications are distributed based on an individual's
Education Support Leave 8 security and module access. To request communication on additional modules, please
Forfeit Annual Leave 128.64 contact the SAO HCM Customer Support Center (CSC) with your request.
Georgia Comp Time Flan 23.163
Holiday Leave 40
Personal Leave 24
Sick Leave 555.66

Step Action

1. Begin by navigating to the Manager Security Request page.

Note: This simulation is an example of a transaction. When entering a transaction in the
live TeamWorks HCM system, please select all values and options based on agency
policy, the paperwork on hand and the current situation.

Click the Main Menu link.

Main Menu -
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Job Aid

Change My Password
My Personalizations

My System Profile

Favoriles = Main Menu v{
Search Menu: Home Worklist Add to Favorites Sign out
Team W) ®
3 PayMalch for North America > Personalize Content | Layout ? Help
Self Service Q (3 DX Custom » buncements o
- Personallj [=/ Manager Dashboard
Fevewasu ! AD CSC HOM
B Talent summary 04.657.3056
View P & seff senvice > 88-896-7771
= View Payc
Reviewcurd 1 Manager Self Service » JCM@380 02 qov
3 Agency Security »
- AOQ CSC Security
TeamWorks Ti (3 Agency Security Reset * [04.657.3056
5] inistrati + |ag-896-
Your Employee || Workforce Administration 28-206-7771
now available on| 3 Benefils » JAD PS Access@sac.ga.gov
investigating a sn )
Time & Labor po & compensation 4
office if you have|
discrepancy. Thal & Time and Labor * Juman Resources Administration (HRA)
&3 Payroll for North America » |Phone: 404-656-2705
Employee Leay @ gaq
Py 0 Global Payroll & Absence Mgmt » |hra@doas.oa qov
Leave 3 workforce Development 3
AmualLeave | o e ational Development , BamWorks HCM communications are distributed based on an individual's
Education Suppol| B P pdule access. To request communication on additional modules, please
Forfeit Annual Le] 3 Enterprise Leaming * |0 HCM Customer Support Center (CSC) with your request.
Georgia Comp Til C3 Set Up HCM >
Holiday Leave 8] Enterprise Components L3
Personal Leave B workist ,
Sick Leave orks
2 Reporting Tools b
3 PeopleTools 4

My Dictionary

Step Action

2. Click the Agency Security link.
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Job Aid

Favoriles ~

Main Menu v{

Team W)

Self Service Qi

Personal I

Reion 250
= View Payc
Resiou

TeamWorks Tir|

Your Employee L
now available on
investigating a sn
Time & Labor poj
office if you have|
discrepancy. Thaj

Employee Leav|
Leave

Annual Leave
Education Suppoj
Forfeit Annual Le|
Georgia Comp Ti|
Holiday Leave
Personal Leave
Sick Leave

Search Menu:

PayMatch for North America

Home Worklist

Time and Labor

Payroll for North America
Global Payroll & Absence Mgmt
Workforce Development
Organizafional Development
Enterprise Leaming

Set Up HCM

Enterprise Componenis
Worklist

Reporting Tools
PeopleTools

Change My Password

My Personalizations

My System Profile

moDmmooooooopoCCCCD@E @

My Dictionary

DX Custom * puncements
Manager Dashboard
AO CSC HCM
Talent Summary 04-657-3956
Self Service b |88-896-T771
Manager Self Service » [CM@sa0.0a.gov
Agency Security B
Security Request

Agency Seoumy Reset| by Reques

Administratia Manager Security Request
Benefits » JAQ PS Access@sao.ga.ov
Compensation »

uman Resources Administration (HRA)
Phone: 404-656-2705
hra@doas ga.qov

gamWorks HCM communications are distributed based on an individual's
ppdule access. To request communication on additional modules, please
[0 HCM Customer Support Center (CSC) with your request.

Add to Favorites

Personalize Content | Layout

Sign out

? Help

Step Action

3. Click the Manager Security Request link.
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Job Aid

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | iE
Manager Security Request

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Business Unit[begins with | Q
Request 1D
SeqNbr= V]
Requested Date [51)
Last Name
Enpio
User 1D

Action[= vl V]

Status[= v v

Access Type[= vl v|
Expire Date [5)

[case sensitive

Search Clear | Basic Search \Q"m ‘Save Search Crileria

Find an Existing Value | Add a New Value

Step Action

A new security request will need to be created.

Click the Add a New Value tab.
Add a New Value
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Job Aid

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home

Team Works

Manager Security Request

FEind an Existing Value Add a New Value

Business Unit Q
Request ID NEXT

Add

Find an Existing Value \ Add a New Value

Worklist Add to Favorites. Sign out

New Window | Help | iE

Step Action

5. This is an example. Be sure to input the Business Unit specific to your Agency. For this

example Business Unit 44100 will be used.

Click in the Business Unit field.

Business Uni:| Q

Date Created: 12/4/2019 9:47:00 AM
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Team Works

Home Worklist

Manager Security Request

Find an Existing Value Add a New Value

Business Unit Q
Request ID NEXT

Add

Find an Existing Value \ Add a New Value

Add to Favorites. Sign out

New Window | Help | =

Step

Action

Enter the appropriate information into the Business Unit field.

For this example, type 44100.

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Team Works

Home Worklist

Manager Security Request

FEind an Existing Value Add a New Value

Business Unit 44100 |Q
Request ID NEXT

Add

Find an Existing Value \ Add a New Value

Add to Favorites. Sign out

New Window | Help | iE

Page 6
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Step Action

Click the Add button.
Add

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:[Add V]
*Request Type: | Employee Vv

v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076

Submitted By:

Snow White 478/478-4784 Entered on: 06/11/2019
Access Type

® permanent

(@] Temporary Expiration Date
User Data
*User ID: Initial Password:!
Empl ID: Population Access
*First Name: Middie Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

Step Action

are also items that can be changed by the user.

Click the Vertical scrollbar to view the bottom of the page.

The Security Request page is the page where the Manager will input all relative
information for the security addition. Those items with a * are required.

The first section includes items such as the Request Date, which is automatically 3 days
later as that SAO requires 3 days to process a request. Action, Status, and Request Type

The Source, Entered by and Support Number are automatically updated by the system.

Date Created: 12/4/2019 9:47:00 AM
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Job Aid SA0

Favorites ~ Main Menu - > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
User Data o
*User ID: Initial Password:!
Empl ID: Population Access
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:

Supervisor's Information
“Name:

“Telephone

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.

The initial password will be encrypted after saving. The password will be decrypted for security administrators only

it Save 4 Add ] Update/Display

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

Step Action

9. The next section consists of user data that will need to be entered. Again, items with a *
are required.
Notice there is also a section for the Supervisor's Information.

Click the Vertical scrollbar to return to the top of the page.
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Job Aid

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home

Team Works

Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num:

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:[Add ]

*Request Type: | Employee Vv

v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076

Submitted By:

Snow White 476/478-4764 Entered on: 06/11/2019

Access Type

@ permanent O Temporary Expiration Date

User Data

*User ID:
Empl ID:

Initial Password:!

Population Access

*First Name: Middle Initial: *Last Name:

Job Title:
*Telephone: Fax Number:
Email Address:

Business Address

Address Line 1:

1

Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o

Step Action

10.
appropriate Access Type.

Click the Request Type option.
“Request Type:

For this example, the user will create a security access request for a contractor. Select the

Date Created: 12/4/2019 9:47:00 AM
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Job Aid SAo

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: [Draft v

Py
*Request Type: JSNES

Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 478/473-4784

Submitted By:

Entered on: 06/11/2019

Access Type

@ permanent O Temporary Expiration Date
User Data
*User ID: Initial Password:!
Empl ID: Population Access
“First Name: Middle Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step Action

11. For this example, the user will create a security access request for a contractor. Select the

appropriate Request Type.

Click the Contractor option.

Empioyee
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Favoriles ~

Main Menu - > Agency Security ~ > Manager Security Request

Team Works

Home

Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num:

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

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

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:
“Roauest Type:

v

Reject Reason:
Source: Online

Entered by: 00760076
Submitted By:

Support Number:

Snow White 478/478-4784 Entered on: 06/11/2019

Access Type

Permanent Expiration Date

User Data

*User ID:

Initial Password:!

Population Access

*First Name: dle Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

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

Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o

1

Step

Action

12.

Note: Since the security access request is for a contractor,
populated and the Empl ID field is no longer active.

the Access Type is auto

Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i2 ~
Security Request Comments Activity Security Security Approval Status Hislory
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: [Dratt

“Acton:
“Request Type:

v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076

Submitted By:

Snow White 478/478-4784 Entered on: 06/11/2019

Access Type

Permanent ® Temporary Expiration Date
User Data
*User ID: Initial Password:!
Empl ID: Population Access
*First Name: Middie Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Date Created:

12/4/2019 9:47:00 AM
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Step Action

13. Enter the appropriate information into the Expiration Date field.

For this example, type 12312019.

Expiration Date: El

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:
v “Requost Type: [Conlracer_v]

Reject Reason:

Source: Online Support Number:
Entered by: 00760076 Snow White 476/478-4784

Entered on: 06/11/2019
Submitted By:

Access Type

Permanent ® Temporary Expiration Date 12/31/2013
User Data
*User ID: Initial Password:!
Empl ID: Population Access
*First Name: Middie Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step Action
14, Click in the User ID field.

*Userl[]:l

Page 12
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home

Team Works

Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num:
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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019 *Action:
*Status: [Draf v “Request Type:
Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 478/475-4784 Entered on: 06/11/2019
Submitted By:
Access Type
Permanent ® Temporary Expiration Date [12/31/2019
User Data
*User ID: Initial Password:!
Empl ID: Population Access
“First Name: Middle Initial: “Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:

Business Address

Address Line 1:

1

Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o

Step Action

15.

Enter the appropriate information into the User ID field.

For this example, type TOMJERRY.

Now, enter the User ID. For a contractor, the User ID is limited to 8-20 characters.

Date Created: 12/4/2019 9:47:00 AM
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Job Aid SAo

Favorites ~ Main Menu ~ > Agency Security ~ >

Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security

Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:
v “Requost Type: [Conlracer_v]

Reject Reason:

Source: Online Support Number:

Entered by: 00760076 Snow White 478/478-4784
Submitted By:

Entered on: 06/11/2019

Access Type
Permanent ® Temporary Expiration Date 12/31/2019
User Data

*User ID: TOMJERRY Initial Password:

Empl ID: Population Access
*First Name: Middie Initial: “Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:

Business Address

Address Line 1:

Step Action

16. The Initial Password must be at least 8 characters long including a number and at least 1

special character.

Click in the Initial Password field.

Initial Password :| |

Page 14 Date Created: 12/4/2019 9:47:00 AM



4 Job Aid

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019

“action:
*Status: Draft

“Request Type:

v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076

Submitted By:

Snow White 478/478-4764 Entered on: 06/11/2019

Access Type

Permanent ® Temporary Expiration Date 12/31/2019

User Data

*User ID: TOMJERRY Initial Password:

Empl ID: Population Access
*First Name: dle Initial: “Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:

Business Address

Address Line 1:

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

v
Step Action
17. Enter the appropriate information into the Initial Password field.

For this example, type @cartoon?2.

Favorites » Main Menu « > Agency Security + > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
New Window | Help | Perscnalize Page | & P
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: NEXT Request Seq Num: 1

Electronic signature of Security Officer and Supervisor acknowledges li . receipt for 1D, pi d 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
computerfinformation laws

Security Request

*Requested Date: 06/14/2019 |[5]
*Status: Draft

“Action:
“Requost Type:

v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076
Submitted By:
Access Type

Snow White 478/478-4764 Entered on: 06/11/2019

Permanent ® Temporary Expiration Date 12/31/2019 [
User Data
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Date Created:

12/4/2019 9:47:00 AM
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Step Action

18. The First Name of the user needs to be entered.
Click in the First Name field.

*First Name:| |

Favoriles ~ Main Menu - >

Agency Security ~ > Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security

Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1
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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:

v *Request Type:
Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 478/473-4784

Entered on: 06/11/2019
Submitted By:

Access Type

Permanent ® Temporary Expiration Date 12/31/2019

User Data

*User ID: TOMJERRY Initial Password: @cartoon2

Empl ID: Population Access
*First Name: Middie Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step Action
19.

Enter the appropriate information into the First Name field.

For this example, type Tom.

Page 16
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Job Aid

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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

computerfinformation laws.
Security Request

*Requested Date: 06/14/2019 *Action:
*status: [Draft v *Request Type:

Reject Reason:

Source: Online Support Number:
Entered by: 00760076 Snow White 476/478-47584

Submitted By:

Entered on: 06/11/2019
Access Type
Permanent ® Temporary Expiration Date 12/31/2019
User Data

*User ID: TOMJERRY Initial Password: @cartoon2

Empl ID: Population Access
*First Name: Tom Middle Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step Action

20. The Last Name of the user also needs to be entered.

Click in the Last Name fi

d.

*Last Name:

Date Created: 12/4/2019 9:47:00 AM Page 17
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status History

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:
“Roauest Type:

v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076

Submitted By:

Snow White 478/478-4764 Entered on: 06/11/2019

Access Type

Permanent ® Temporary Expiration Date 12/31/2019

User Data

*User ID: TOMJERRY Initial Password: @cartoon2

Empl ID: Population Access
*First Name: Tom dle Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

v
Step Action
21. Enter the appropriate information into the Last Name field.
For this example, type Jerry.
Favorites ~ Main Menu - > Agency Security = > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i2
Security Request Comments Activity Security Security Approval Status History (A

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019

“Acton:
“Request Type:

*Status: [Dratt v

Reject Reason:
Source: Online Support Number:
Entered by: 00760076

Submitted By:

Snow White 478/478-4784 Entered on: 06/11/2019

Access Type

Permanent ® Temporary Expiration Date 12/31/2019
User Data
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial:

*Last Name: Jemy

Job Title:
*Telephone: Fax Number:
Email Address:

Business Address

Address Line 1:

Page 18
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Step Action

22.
number, please enter the Supervisor's telephone number.

Click in the Telephone field.

The telephone number is a required field. If the contractor does not have a telephone

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: Draft

“Action:
“Requost Type: [Conlracer_v]

v

Reject Reason:
Source: Online
Entered by: 00760076
Submitted By:

Support Number:

Snow White 478/478-4784 Entered on: 06/11/2019

Access Type

Permanent * Temporary Expiration Date [12/31/2019 |[5
User Data
*User ID: TOMJERRY Initial Password: @cartoon2
Empl 1Dz Population Access
*First Name: Tom Middle Initial: *Last Name: Jerry
Job Title:
*Telephone:

Fax Number:
Email Address:

Business Address

Address Line 1:

& .
Telephone:
Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request || Comments || Activity Security | Security Approval | Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: NEXT Request Seq Num: 1

Electronic signature of Security Officer and Supervisor acknowledges appli . receipt for 1D, p d and an

Step Action

23. Enter the appropriate information into the Telephone field.

For this example, type 4045555432,

Date Created: 12/4/2019 9:47:00 AM
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Job Aid SAo

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1
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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019 *Action:
*status: [Draft v *Request Type:

Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 478/478-4784

Submitted By:

Entered on: 06/11/2019
Access Type
Permanent ® Temporary Expiration Date 12/31/2019
User Data

*User ID: TOMJERRY Initial Password: @cartoon2

Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jery
Job Title:

*Telephone: 4045555432 Fax Number:
Email Address:

Business Address

Address Line 1:

Step Action

24. The email address is a required field. If the contractor does not have an email address,

please enter the Supervisor's email address or a default email address of
dummyl@sao.ga.gov

Click in the Email Address field.
Email Address| |

Page 20 Date Created: 12/4/2019 9:47:00 AM
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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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019

“action:
*Status: Draft

v “Request Type:

Reject Reason:

Source: Online Support Number:

Entered by: 00760076
Submitted By:

Snow White 478/478-4784 Entered on: 06/11/2019

Access Type

Permanent ® Temporary Expiration Date 12/31/2019

User Data

*User ID: TOMJERRY
Empl ID:

Initial Password: @cartoon2

Population Access

*First Name: Tom *Last Name: Jery

idle Initial:
Job Title:

*Telephone: 4045555432 Fax Number:

Email Address:

Business Address

Address Line 1:

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

Step

Action

25.

Enter the appropriate information into the Email Address field.

For this example, type @cartoon2@sao.ga.gov.

Favorites + Main Menu =~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
New Window | Help | Perscnalize Page | & P
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: NEXT Request Seq Num: 1

Electronic signature of Security Officer and Supervisor acknowledges li . receipt for 1D, pi d 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
computerfinformation laws

Security Request

*Requested Date: 06/14/2019 |[5]
*Status: Draft

“Acton:
v *Request Type:

Reject Reason:

Source: Online Support Number:
Entered by: 00760076 Snow White 478/478-4784 Entered on: 06/11/2019

Submitted By:
Access Type

Permanent ® Temporary Expiration Date 12/31/2019 [
User Data
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial:

*Last Name: Jerry

Job Title:
*Telephone;404/555-5432 Fax Number:
Email Address: @cartoon2@sac.ga.gov

Business Address

Address Line 1:

Date Created:

12/4/2019 9:47:00 AM
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Step Action

26.
Business Unit 441 and

For this example, we want the employee to have access to only one department within

not the entire company.

Click the Population Access link.

that

Electronic signature of Security Officer and Supervisor acknowledges

, receipt for 1D, p

d and an

Population Access
Favorites + | Main Menu ~ > Agency Securily ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | & .
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1

Job Title:
*Telephone:404/555-5432
Email Address: @cartcon2@sac ga.gov

Business Address

Address Line 1:

ppli is legally r for the protection of said ID/Passwaord 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
mat Activity Roles
Security Request Help
“Requested Date: Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: NEXT Request Seq Num: 1
*Status: [|
Reject Reason: Population Access Personalize | Find [ 2| ¥ Fist (4 1071 & Last
Source: Add Remove Department Description
Entered by: 10 7] Q # =
Submitted By:
(ERED I oK Cancel
User Data
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial:

“Last Name: Jemy

Fax Number:

Step

Action

27.

Click the Add option.

Activity Roles

Business Unit: 44100  Dept Behavioral Hith& Dev Disb

Population Access

Add Remove Department

1Ol Q

oK Cancel

Personalize | Find | | 5
Description

Request ID: NEXT Request Seq Num:

First ‘&' 10f1 ‘»/ Last

= =

Help

Page 22
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Job Aid

Aciivity Roles

Business Unit: 44100 Dept Behavioral Hith& Dev Disb

Request ID: NEXT

‘Request Seq Num: 1

Population Access
Add Remove

1M [m]

Department
[ e

Personalize | Find | 7| 4
Description

First (4 10f1 (& Last

= =

Step

Action

28.

Click in the Department field.

Activity Roles

]

Business Unit: 44100 Dept Behavieral Hith& Dev Disb

Request ID: NEXT

Request Seq Num: 1

Population Access Personalize | Find | 20| B First (4 1011 & Last
Add Remove Department Description
19 m o [&] =

Help.

Date Created: 12/4/2019 9:47:00 AM
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Look Up Depariment

SetD SHARE

D [begins with ||

Description| begins with ||

Company| begins with |

Location Set D begins wilh |

Location Code[begins with ||

Manager ID | begins with v/||

Budget with D [begins with ~||

| LookUp || cClear || cancel |BasicLookup

Search Results

Only the first 300 results can be displayed.
View 100

Department Description

Agency 111
1" Ga Emergency Mgmt Agcy
127 DHS - DFCS
1270000001 Appling Co. DFCS
1270000002 Atkinson Co. DFCS
1270000003 Bacon Co. DFCS
1270000004 Baker Co. DFCS
1270000005 Baldwin Co. DFCS
1270000006 Banks Co. DFCS
1270000007 Barrow Co. DFCS
1270000008 Bartow Co. DFCS
1270000009 Ben Hill Co. DFCS
1270000010 Bemien Co. DFCS
1270000011 Bibb Co. DFCS
1270000012 Bleckley Co. DFCS
1270000013 Brantiey Co. DFCS
1270000014 Brooks Co. DFCS
1270000015 Bryan Co

First 4 13000300 (B

Location Location
Compamy ot in
(blank}
{blank}
(blank}
(blank)
(blank}
{blank}
(blank}
{blank}
(blank}
(blank}
(blank}
{blank}
(blank)
(blank)
(blank)
(blank)
(blank}
{blank}

Step

Action

29.

Click in the Department field.

T

PP S EPEE e
TERLERRRNERNEEORS
TRRRERRRERRINEEAY

LTS
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Job Aid

Look Up Depariment

SetD

D [begins with ||

Description| begins with ||

Company| begins with |

Location Set D begins wilh |

Location Code[begins with ||

Manager ID | begins with v/||

Budget with D [begins with ~||

| LookUp || cClear || cancel |BasicLookup

Search Results

Only the first 300 results can be displayed.

View 100
Department Description
Agency 111

1" Ga Emergency Mgmt Agcy

127 DHS - DFCS
1270000001 Appling Co. DFCS
1270000002 Atkinson Co. DFCS
1270000003 Bacon Co. DFCS
1270000004 Baker Co. DFCS
1270000005 Baldwin Co. DFCS
1270000006 Banks Co. DFCS
1270000007 Barrow Co. DFCS
1270000008 Bartow Co. DFCS
1270000009 Ben Hill Co. DFCS
1270000010 Bemien Co. DFCS
1270000011 Bibb Co. DFCS
1270000012 Bleckley Co. DFCS
1270000013 Brantiey Co. DFCS
1270000014 Brooks Co. DFCS
1270000015 Bryan Co

Step

Action

30.

Enter the appropriate information into the Department field.

For this example, type 441.

ek et

Date Created: 12/4/2019 9:47:00 AM
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Look Up Depariment

SetD SHARE

D [pegins with w441

Description| begins with ||

Company| begins with |

Location Set D begins wilh |

Location Code[begins with ||

Manager ID | begins with v/||

Budget with D [begins with ~||

| LookUp || Clear || Cancel |BasicLookup

Search Results

Only the first 300 results can be displayed.
View 100

Department  Description

Agency 111
1" Ga Emergency Mgmt Agcy
127 DHS - DFCS
1270000001 Appling Co. DFCS
1270000002 Atkinson Co. DFCS
1270000003 Bacon Co. DFCS
1270000004 Baker Co. DFCS
1270000005 Baldwin Co. DFCS
1270000006 Banks Co. DFCS
1270000007 Barrow Co. DFCS
1270000008 Bartow Co. DFCS
1270000009 Ben Hill Co. DFCS
1270000010 Bemien Co. DFCS
1270000011 Bibb Co. DFCS
1270000012 Bleckley Co. DFCS
1270000013 Brantiey Co. DFCS
1270000014 Brooks Co. DFCS
1270000015 Bryan Co

First (4)

1-300 of 300

Step

Action

31

Click the Look Up button.

===

<
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Job Aid

Look Up Department

SHARE

with v |441

[ with v ]|

Company|begins with v ||

Localion Set ID[begins with ~||

Location Code [begins with v

Manager |D[begins with v ||

Budget with [begins with v ]|

| LookUp || cClear || Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed.
View 100

Department Description

Dept Behav Health & Dev Disab
4410140002 West Ceniral Regional Hospital
4410400126 Clinical Direction & Sup Svcs
4410400127 Utilization Review
4410400128 Volunteer Service - Thomasvill
4410400130 Volunteer Service Satellite
4410400135 Clin Dir Qual Assur/UtiRev
4410400141 SW-CRIPA-Clinical Director
4410400151 Pharmacy
4410400154 GA Pines Comm Svc Bd Thomas
4410400155 Rosehaven ICFIMR.
4410400177 Dental Service-Thomasville

178 Dental Service-
4410400179 Dental Service-Bainbridge
4410400201 X-Ray-Thomasville
4410400226 Laboratory
4410400276 Admissions & Evaluation
4410400277 Admissions - 23 hr beds

‘Company

441
441
441
441
441
441
441
441
441

441
441
441
441
441
441
441
441

First (4
Location Location

SetID
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

1-300 of 300

Code
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

Step

Action

32.

Click the Vertical scrollbar.

a
a
a
a

Ii

PERERERRRRRRRERYRLES
LTI EEES

Date Created: 12/4/2019 9:47:00 AM
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Job Aid

Favorinv| Main Menu = >

Agency Security ~ >

Manager Security Request

Team Works

| Security Request ” Comments ” Activity S|

Business Unit: 44100 Dept Behavioral

Electronic signature of Security Officer and
understanding that applicant is legally respi
of the Official Code of Georgia Annotated,

Look Up Department

4410402410 Learning & Staff Dev.
4410402851 Mh Resid Intensive Treatment
4410402855 Behavioral Crisis Program
4410402856 Albany Area Csb-Dd
4410402857 Georgia Pines Csb-Dd
4410402858 South Georgia Behavioral Healt
4410402859 Comm. Dual Diagnosis Program
4410402860 SW-CRIPA-Comm-Adult MH
4410402861 Act Prog Reg 10

4410402862 Act Director

‘mati e 4410402863 Act Prgm-Region 10 Thomasville
Activity Roles 4410402864 Act Prgm-Region 11 Team 2
Security Request 4410402868 Ancil. Supp-Forensic
4410402876 S Ga Behavioral Crisis Program
*Requested Date: §  pyginess Unit: 441 4410402877 SW-CRIPA-Crisis-Adull DD
*Status: [ —{ 4410402901 Asserlive Comm Treatment (Act)
. 4410402911 Assertive Comm Treatment (ACT)
Ren e Population Ad 4410402912 ACT Prog Reg 10
Source: Add 4410402913 ACT Director
Entered by: 1M 4410402914 ACT Prgm Reglqn 10 Thomasville
4410402915 ACT Prgm - Region 11 Team 2
S5 8 4410402916 HUD Shefter Plus-ACT
Access Typl [ ok || candl 4410402825 Children Incompetent to Stand
\L‘ \ﬂ 4410402926 Children Incompetent to Stand
4410402027 SW-CRIPA-Crisis-Adult MH
4410402956 Ancillary Support Albany Ph
4410402961 Ancil Supp-Forensic
User Data 4410402963 Ancillary Support - PH Contrac
4410405001 Regional Operations SW Hospita
*User 1D: TOMJERRY 4410430001 Group Home #1
Empl ID: 4410430002 Group Home #2
T 4410430003 Group Homes #3
4410430004 State Hospital-St
gobTier | 4440430005 State Operated Residential Hom
“Telephone{404/555-5432 | 4410430006 Sw - Residential Homes

Email Address: @cartcon2@sac ga.gov

Business Address

4410430007 Sw - Residential Homes
4410432376 Security-Thomasville

441
441
441
41
41
441
41
441
441
441
41
441

441
441
441
441
441
441
441
441
441
441
441

441
441
441
441

41
441
41
441
441
441
41

{blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
{blank)
(blank)
(blank)
(blank)
{blank)
(blank)
(blank)
(blank)
(blank)
(blank)
{blank)
{blank)
(blank)
(blank)
(blank)
(blank)
(blank)
{blank)
{blank)
(blank)
{blank)
(blank)
(blank)
(blank)
(blank)
(blank)
{blank)
(blank)
(blank)
(blank)

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(biank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

fist = AddtoFavortes | Sign out

indow | Help | Personalize Page | [ a

Help

bg Num: 1
1of1 b Last

E =

Address Line 1: \

Step

Action

33.

Notice the different departments of this particular business unit. For this example,
employee only needs access to the Assertive Comm Treatment (ACT) dept.

Click the Assertive Comm Treatment (ACT) link.

Page 28
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Job Aid

Aciivity Roles

Business Unit: 44100 Dept Behavioral Hith& Dev Disb

Request ID: NEXT

‘Request Seq Num:

1

Population Access
Add Remove

1M O

Department
4410402011 |Q

Personalize | Find | 7| 4

Description
Asserlive Comm Treatment (ACT)

First (4 10f1 (& Last

& =

Step Action
34, Click the OK button.
Activity Roles [x]

Business Unit: 44100  Dept Behavioral Hith& Dev Disb Request ID: NEXT

Request Seq Num: 1

Population Access Personalze | Find | C0| B Fist 4 101 ) Last
Add Remove Department Description
1 O 4410402011 |Qq Assertive Comm Treatment (ACT) =

Date Created: 12/4/2019 9:47:00 AM
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1
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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019 *Action:
*status: [Draft v *Request Type:

Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 476/478-4784

Submitted By:

Entered on: 06/11/2019
Access Type
Permanent ® Temporary Expiration Date 12/31/2019

User Data

*User ID: TOMJERRY
Empl ID:

Initial Password: @cartoon2

Population Access

*First Name: Tom idle Initial: *Last Name: Jery

Job Title:
“Telephone:404/555-5432 Fax Number:
Email Address: @cartoon2@sao.ga.gov

Business Address

Address Line 1:

Home Worklist Add to Favorites
Team Works

Sign out

New Window | Help | Personalize Page | i o

v
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom idle Initial: =Last Name: Jerry
Job Title:
*Telephone:404/555-5432 Fax Number:
Email Address: @cartoon2@sac.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAO must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
il save 4 Add #1] Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History v
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Job Aid

Step

Action

36.

The Business Address section is optional.

Click in the Name field.

The Supervisor's Information is required. The name and phone number are needed.

& .
Name.l |
Favoriles + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jerry
Job Title:
*Telephone:404/555-5432 Fax Number:
Email Address: @carloon2@sao ga gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
“Name:
*Telephone:
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
1i Save |4 Add #] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History &7

Step

Action

37.

Enter the appropriate information into the Name field.

For this example, type Barney Fife.

Date Created: 12/4/2019 9:47:00 AM
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Job Aid

Favorites ~ Main Menu - > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
User Data o
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jerry
Job Title:
*Telephone:404/555-5432 Fax Number:

Email Address: @carloon2@sa0.ga.gov

Business Address

Address Line 1:
Address Line 2:
City:

State: Q Postal Code:

Supervisor's Information
*Name: |Bamey Fife

“Telephone;

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.

The initial password will be encrypted after saving. The password will be decrypted for security administrators only

it Save 4 Add ] Update/Display

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

Step Action

38. Click in the Telephone field.

Favorites = Main Menu s Agency Security » > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data o
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial: =Last Name: Jerry
Job Title:
*Telephone:404/555-5432 Fax Number:

Email Address: @cartoon2@sac.ga.gov

Business Address

Address Line 1:
Address Line 2:
City:

State: Q Postal Code:

Supervisor's Information
*Name: Bamey Fife

*Telephone:

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAO must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.

The initial password will be encrypied after saving. The password will be decrypted for security administrators only

1| save | 4 Add 7| Update/Display

Security Request | Comments | Activity Security | Security Approval | Siatus History v
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Step

Action

39.

Enter the appropriate information into the Telephone field.

For this example, type 4045556543.

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites
Team Works
User Data
*User ID: TOMJERRY Initial Password: @cartoon2
Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jerry
Job Title:
*Telephone:404/555-5432 Fax Number:

Email Address: @carloon2@sac.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q, Postal Code:

Supervisor's Information
*Name: |Bamey Fife

*Telephone; 4045556543

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.

The initial password will be encrypted after saving. The password will be decrypted for security administrators only

it Save 4 Add ] Update/Display

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

Sign out

Step

Action

40.

Check that all of the inputted information is correct. Always be sure to save your work.

Click the Save button.

I
i Save

Date Created: 12/4/2019 9:47:00 AM
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
*Requested Date: 06/1472019 | *Action: ~
*Status: Draft ~ “Request Type:
Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 478/475-4784 Entered on: (6/11/2019
Submitted By:
Access Type
Permanent ® Temporary Expiration Date 12/31/2019 [
User Data
*User ID: TOMJERRY Initial Password: 8612Xb5waJJK2JSSVAT GIA=—=
Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jerry
Job Title:
*Telephone: 404/555-5432 Fax Number:
Email Address: @cartoon2@sao.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q. Postal Code:
Supervisor's Information
*Name: |Bamey Fife
*Telephone:404/555-6543
v
2] I ft HCM and Portal Llear ID) are limited tn the smnloves IN far svery State of Genrnia smnlaves If thare are any
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works

Security Request Comments

computerfinformation laws
Security Request

Date: 0611422010 [5]

Activity Security

Business Unit: 44100 Dept Behavioral Hith& Dev Disb

Electronic signature of Security Officer and Supervisor acknowledges li

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

*Status: Draft

v]

RejeCTREISOM:
Source: Online
Entered by: 00760076
Submitted By:
Access Type

Permanent

User Data

*User ID: TOMJERRY
Empl ID:

*First Name: Tom
Job Title:

*Telephone: 404/555-5432

Business Address

Address Line 1:

Snow White 478/478-4784

® Temporary

Security Approval

New Window | Help | Perscnalize Page | & P
Status History

Request ID: 0000000606 Request Seq Num: 1

. receipt for 1D, pi d and an

“Action:
“Requost Type:

Support Number:
Entered on: 06/11/2019

Expiration Date 12/31/2019 [

Initial Password: 8612Xb5WaJJK2JSSVAT GIA==

Middle Initial:

Email Address: @carioon2@sao.ga.gov

Population Access
*Last Name: |Jerry

Fax Number:
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Step Action

42. The inputted information has now been saved. Notice there is now a Request ID.

The Status field will remain in Draft Mode until the manager is ready to submit it to the
Agency Security Officer.

Notice that the Initial Password has now been encrypted.

Favorites = MainMenu ~ > Agency Security v > Manager Security Request

Home Worklist Add to Favorites Sign out
Team Works

New Window | Help | Personalize Page | & P
Security Request Comments Activity Security Security Approval Status History

Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1

Electronic signature of Security Officer and Supervisor acknowledges lication, receipt for ID, p: d 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
computerfinformation laws

Security Request

“Requested Date: [06/1412019_|[5] *Action:
*Status: [Draft ~ “Request Type:

Reject Reason:

Source: Online Support Number:

Entered by: 00760076 Snow White 478/478-4784 Entered on: 06/11/2019
Submitted By:

Access Type
Permanent ® Temporary Expiration Date 12/31/2019 [

User Data
*User ID: TOMJERRY Initial Password: 862XbSWaJJK2JSSVATGIA==

Empl ID: Population Access

*First Name: Tom Middle Initial:
Job Title:

*Last Name: |Jerry

*Telephone:404/555-5432 Fax Number:
Email Address: @carloon2@sac.ga.gov

Business Address

Address Line 1: v

Step Action

43, Now let's look at the other tabs.

Click the Comments tab.

Comments
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000606  Reguest Seq Num: 1
Comments are sorted in descending date order. The sort allows the most recent comment to be shown first.
Add Comments
Comments Find | View All First ‘4 1of1 ‘» Last
FHE=
Last Upd DiTm:
Last upd User:
Comment:
(5 save 4+ Add || x| Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History

Step Action

44, On the Comments page, comments regarding the request can be added.

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
New Window | Help | Personalize Page | &
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1
Comments are sorted in descending date order. The sort allows the most recent comment to be shown first.
Add Comments
Comments Find | View All First ‘4’ 1of1 ‘» Last
[ (=
Last Upd DiTm:
Last upd User:
Comment:
[ save [ % Add | 2| Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History
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Step

Action

45.

Click the Activity Security tab.
Activity Security

Favorites = MainMenu ~ > Agency Security v > Manager Security Request

Home
Team Works

Security Request Comments Activity Security Security Approval Status History

Business Unit: 44100  Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
maodule by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below.

Expand All Collapse All

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | [

Benefits

Human Resources
Payroll
PeopleSoft Query
Taleo
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded

module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below,

Expand All Collapse All

ol save 4 Add || 7| Update/Display

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

Step

Action

46.

This page shows security privileges broken out by module.
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Team Works

Home Worklist Add to Favorites. Sign out

Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Siatus History

Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000606  Reguest Seq Num: 1

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below

Expand Al Gollapse Al

Check all that are applicable.

Benefits

Human Resources
Payroll

PeopleSoft Query
Taleo

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
maodule by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below

Expand All Collapse All

11| save |4 Add || 2] Update/Display

Security Request | Comments | Activity Security | Security Approval | Siatus History

Step

Action

47.

Click the Expand All button.
Expand All

Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request

Team Works

Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | 2 ~
Security Request Comments Activity Security Security Approval Siatus History

Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below

Expand All Collapse All

Check all that are applicable.

Benefits
Activities Personalize | Find | (21| & First ‘4 1-6016 ' Last
Add Remove  Description
10 [~} Basic Benefits (select all or individual activities below)
20 ] View BE Balances/Adjusiments
30 [~} View BE Leave Balances
a0 ] View BE Paycheck Data
5[ [~} View Benefit Enrollments
6 [ ] Pension Summary/Adjusiments Page

Human Resources

Activities Personalize | Find | £ | = First ‘4 1-210f21 “* Last
Description

Basic Human Resources (select all or individual aclivities below)

Maintain Acct Codes/Dept Bud

Employee Data Reporis

Positions Budget

HR Training Administrator (]

ooooog
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Step

Action

48.

Click the Vertical scrollbar to view all the activities for each module.

Activiien

Worklist

Favorites = Main Menu « > Agency Security » > Manager Security Request
Home
Team Works

(| W BSIC FayIoN (SEIECT @l OF INAVIQUT JCIVILES DEIOW)
20 [} Bank Recon Correction
3 [} Print Time Sheet
40 (] View PY Data

PeopleSoft Query

Activities Personalize | Find | (2 | Q First ‘4’ 1-20f2 '} Last

Add Remove  Descripfion

10 Run Query
2 Ad Hoc

Taleo

Activities Personalize | Find | 0| [ First ‘4 1-9019 /' Last

Add Remove Description

10 Recruiter = =
20 Recruitment Coordinator = =
3 Advanced Recruiter [+ [=]
ad Onboarding Coordinator = =
5 v Enterprise Administrator - DOAS - HRA only [+ [=]
6 o HRA Coniact Center - DOAS - HRA only = =
70 Hiring Manager = =
8 j Taleo Administrator =+ =
9 v Flat Agency = =

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded

maodule by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below

Expand All Collapse All

1| save 4 Add || | Update/Display

Sacurity Bemact | Cammante | Activity Sacurity | Sacurity Annrowal | Statie Hictons

Add to Favorites

Sign out

Step

Action

49.

Click the Vertical scrollbar to return to the top of the page
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Team Works

Home Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Siatus History

Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000606  Reguest Seq Num: 1
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below

Expand Al Gollapse Al

Check all that are applicable.

Benefits
Activities Personalize | Find | (2| [l First ‘4 1-6016 ' Last
Add Remove  Description
10 [~} Basic Benefits (select all or individual aclivities below)
20 ] View BE Balances/Adjustments
30 [~} View BE Leave Balances
a0 ] View BE Paycheck Data
5 [~} View Benefit Enroliments
6 [ ] Pension Summary/Adjustments Page

Human Resources

Activities Personalize | Find | 2] B First 0 1:210f21 ) Last
Add Description
10 Basic Human Resources (select all or individual aclivities below)
2] Maintain Acct Codes/Dept Bud
30 Employee Data Reporis
4] Positions Budget
5 HR Training Administrator (]

Step Action

50. Click the Collapse All button.
Collapse All

Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request

Team Works

Home Worklist Add to Favorites Sign out

Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Siatus History

Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below

Expand All Collapse All

Check all that are applicable.

Benefits

Human Resources
Payroll

PeopleSoft Query
Taleo

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
maodule by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below

Expand All Collapse All

11| Save 4 Add || 2| Update/Display

Security Request | Comments | Activity Security | Security Approval | Siatus History
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Step
51.

Action

Click the Security Approval tab.

Secunty Approval

Step

Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1
User Data
User ID: TOMJERRY Password: @cartoon2
First Name: Tom Middle Initial: Last Name: Jerry
Telephone: 404/555-5432 Fax Number:
Email Address: @cartoon2@sac.ga.gov
Sort By Approver Id Sort By Module
Approval List Find First ‘4 10f1 '} Last
Module: Sequence Number: 999
Description:
Approver: PSSECADM Approved Rejected
Comments:
[F save Es Add 7] Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History

Action

52.

This page keeps a record of approvals with this particular request.
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Status Hislory
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000606  Reguest Seq Num: 1
User Data
UserID: TOMJERRY Password: @cartoon2
First Name: Tom Middle Initial: Last Name: Jemy
Telephone: 404/555-5432 Fax Number:
Email Address: @cartoon2@sac.ga.gov
Sort By Approver Id Sort By Module
Approval List Find First ‘4" 10f1 ‘& Last
Module: Sequence Number: 999
Description:
Approver: PSSECADM Approved Rejected
Comments:
(5l save 54 Add Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History
Status History
Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num: 1
Status History Personalize | Find | 2] i First ‘4" 1of1 ‘M Last
Last Update Date/Time Status Updated By
1.06/11/19 11:49:22AM Drait 00760076
[ save [ % Add | 5] Update/Display

Security Request | Comments | Activity Security | Security Approval

| Status History
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Step Action

54. This page keeps a status history of the request.

Favorites + Main Menu =~ > Agency Security ~ > Manager Security Request
Home
Team Works
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb Request ID: 0000000606 Request Seq Num:
Status History Personalize | Find | 2] [ First ‘4’ 10of1 ‘b Last
Last Update Date/Time Status Updated By
1 06/11/19 11:48:22AM Draft 00760076
5 save 4 Add || 2] Update/Display

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

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | &

Step Action

55. Click the Security Request tab.

Security Request
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home Worklist Add to Favorites. Sign out
Team Works

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: 0000000606 Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019 *Action:
*Status: [Draft v *Request Type:
Reject Reason:
Source: Online Support Number:
Entered by: 00760076 Snow White 478/478-4784 Entered on: 06/11/2019

Submitted By:
Access Type

Permanent ® Temporary Expiration Date 12/31/2019
User Data
*User ID: TOMJERRY Initial Password: 862Xb5waJ)JK2JSSVATGIA==
Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jery
Job Title:
*Telephone:404/555-5432 Fax Number:

Email Address: @cartoon2@sa0.ga.gov

Business Address

Address Line 1: e

Step Action

56. When the addition request is completed by the manager, the manager will change the
Status field from Draft to Manager Submitted.

Click the Status list.
"Status:|| Draft \rﬂ
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Favorites + | Main Menu ~ > Agency Security ~ > Manager Security Request
Home
Team Works
Security Request Comments Activity Security Security Approval Status History

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: 0000000606 Request Seq Num:

Electronic signature of Security Officer and Supervisor acknowledges appli . receipt for 1D, p: d and an

ing that applit is legally r 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
computerfinformation laws.

Security Request

*Requested Date:
*Status:

06/14/2019

“Action:
“Roauest Type:

Reject Reason

Source: Online
00760076

Support Number:
Entered by: Snow White 478/478-4784
Submitted By:

Access Type

Entered on: 06/11/2019

Permanent ® Temporary Expiration Date 12/31/2019
User Data
*User ID: TOMJERRY | Password: 88i2Xb5waJJK2JSSVATGlA==
Empl ID: Population Access
*First Name: Tom Middle Initial: *Last Name: Jery

Job Title:
“Telephone:404/555-5432 Fax Number:
Email Address: @cartoon2@sao.ga.gov

Business Address

Address Line 1:

Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o

Step Action

57. Click the Manager Submitted list item.

Manager Submitted
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home Worklist
Team Works

Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: 0000000606 Request Seq Num: 1

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
computerfinformation laws.

Security Request

*Requested Date: 06/14/2019
*Status: [Manager Submitted v

“Action:
“Roauest Type:

Reject Reason:
Source: Online
Entered by: 00760076

Support Number:

Snow White 478/478-4784 Entered on: 06/11/2019
Submitted By:

Access Type

Permanent ® Temporary Expiration Date 12/31/2019

User Data

*User ID: TOMJERRY
Empl ID:

Initial Password: 86i2Xb5waJJK2JSSVATGIA==

Population Access

*First Name: Tom *Last Name: Jery

dle Initial:
Job Title:

“Telephone:404/555-5432 Fax Number:

Email Address: @cartoon2@sao.ga.gov

Business Address

Address Line 1:

Add to Favorites

New Window | Help | Personalize Page | i o

Sign out

v
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: TOMJERRY Initial Password: 8612Xb5waJ)JK2JSSVATGIA==
Empl ID: Population Access
*First Name: Tom idle Initial: =Last Name: Jerry
Job Title:
*Telephone:404/555-5432 Fax Number:
Email Address: @cartoon2@sac.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Bamey Fife
“Telephone:;404/555-6543
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAO must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
] Save 4 Add #1] Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History v
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Step Action

59. Click the Save button.

11| Save
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
UserID: TOMJERRY Initial Password: g612Xb5waJJK2JSSVATGIA==
Empl ID: Population Access
First Name: Tom Middle Initial: Last Name: Jerry
Job Title:
Telephone: 404/555-5432 Fax Number:
Email Address: @cartoon2@sac.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Postal Code:
Supervisor's Information
Name: Bamey Fife
Telephone: 404/555-6543
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAO must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
il save 4 Add #1] Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History v

Step Action

60. An email will now be sent to the Agency Security Officer to inform them that they have a

Security Request. The Agency Security Officer will need to review and approve before it
is sent to SAO Security to process.
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Favoriles ~ Main Menu - » Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
UserID: TOMJERRY Initial Password: 86i2Xb5walJK2JSSVATGIA==
Empl ID: Population Access
First Name: Tom Middle Initial: Last Name: Jemy
Job Title:
Telephone: 404/555-5432 Fax Number:
Email Address: @cartoon2@sao.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Postal Code:
Supervisor's Information
Name: Bamey Fife
Telephone: 404/555-8543
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
it Save 4 Add ] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v

Step Action

61. Congratulations! You have completed requesting an addition to security access.
End of Procedure.
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