sAe Job Aid

Requesting a Change to Security Request

Favorites ~ Main Menu ~

Team Works

Home Worklist Add to Favorites. Sign out

Personalize Content | Layout “? Help

Self Service Quick Links < #+¥ News and Announcements

= Personal Information Summary .
Review a summary of your personal QUESTIONS: SAQ CSC HCM
information 404-657-3956
888-896-T771
CM @
= View Paycheck HCM@sa0.0a.gov

=] Review curent nd prior paychecks
QUESTIONS: SAO CSC Security

404-657-3056
< 6w
Employee Leave Summary 2882087771
Absence Balances SAQ PS Access@sao ga gov
Absence Duration
Annual Leave 36700 Hours | QUESTIONS: Human Resources Administration (HRA)
Balance Phone: 404-656-2705
hra@doas.oa.qov
Education Support — rai@doas.qa.qov
Lwv Balance
HCM News: TeamWorks HCM communications are distributed based on an individual's

Personal Leave 16.00 H security and module access. To request communication on additional medules, please
Balance ours contact the SAO HCM Customer Support Center (CSC) with your request
Sick Leave

713.00 Hours
Balance

Forfeited Leave

3734.54 Hours
Balance

Details

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 Financials 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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Favorites =

Main Menu v{

Search Menu:

TeamW|

DX Custom
Self Service Qu

Personal I
=] Reviews s

information

Manager Dashboard
Talent Summary
Self Service
Manager Self Service
Agency Security

View Payc|
(= Revims co Agency Security Reset
Workfarce Administration
Employee Lea Benefits

Absence Bala Compensation

Absence Payroll for North America

Annual Leave Global Payroll & Absence Mgmt

Home Worklist Add to Favorites

Personalize Content | Layout

Access@sa0.03.qov

Resources Administration (HRA)

Enterprise Leaming

Workforce Monitorin:
Personal Leave 9

Balance Pension

Sick Leave Set Up HCM

Balance Enterprise Components
Workli

Forfeited Leave Worist

Balance Reporting Tools

Details PeopleTools

Change My Password
My Personalizations

My System Profile

e o A o G A S o e o o o Qe 0 Y

My Dictionary

Salance Workforce Development » | 404-656-2705
Education Suppol O D ) [0as.gagov
Lv Balance

rks HCM communications are distributed based on an individual's
pccess. To request communication on additional modules, please
Customer Support Center (CSC) with your request

Sign out

? Help

Action

2. Click the Agency Security link.
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Favorites ~ | Main Menu v{

Search Menu:

Team W,

DX Custom
Self Service Qu Manager Dashboard

Talent Summary

Self Service

information.

Manager Self Service

Home Worklist Add to Favorites

Personalize Content | Layout

Agency Security

E— View Payc|
Review cur Agency Security Reset

Workfarce Administratig

Security Request

Manager Sec|

urity Request

Employee Lear Benefits

Absence Bala Compensation

Absence Payroll for North America

Annual Leave Global Payroll & Absence Mgmi

Balance Workforce Development
Education Suppol Organizational Development
Lv Balance

Enterprise Leamning

Waorkforce Monitoring
Personal Leave 9

Balance Pension

Sick Leave Set Up HCM

Balance Enterprise Components
Workli

Forfeited Leave Wortdist

Balance Reporting Tools

Details PeopleTools

Change My Password
My Personalizations

My System Profile

e o A o G A o o e o o o Qe 0

My Dictionary

3

3

3

1771
B_Access@sa0.03.qov

Resources Administration (HRA)
- 404-656-2705
0as ga.oov

rks HCM communications are distributed based on an individual's
pccess. To request communication on additional modules, please
Customer Support Center (CSC) with your request

Sign out

? Help

Step Action

3. Click the Manager Security Request link.
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Favorites ~ Main Menu - =

Agency Security ~ >

Team Works

Manager Security Request

Find an Existing Value Add a New Value

Search Criteria

Business Unit[begins with | Q
Request IDbegins with v |
SeqNbr[= ]
Requested Date [51)
Last Name
Enpi 0 peommwi <]
User ID[begins with |

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

Manager Security Request

Home Worklist Add to Favorites Sign out

New Window | Help | B2

[case sensitive

Search Clear | Basic Search \Q"'ﬂ Save Search Criteria

Find an Existing Value | Aod a New Value

Action = v ~|

Status = v M

Access Type[= vl v
Expire Date [5)

Step

Action

A deletion request requires a new security request. A new value is needed.

Click the Add a New Value tab.

Add a New Value
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Team Works

Home

Manager Security Request

Eind an Existing Value || Add a New Value

Business Unit Q
Request ID|NEXT

Add

Find an Existing Value I Add a New Value

Worklist

Add to Favorites Sign out

New Window | Help | B2

Step

Action

For this example, the Business Unit used is 427000.

Click in the Business Unit field.

Business Uni__]|@,
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Job Aid SA0

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

Home Worklist Add to Favorites Sign out
Team Works

New Window | Help | B2
Manager Security Request

Eind an Existing Value || Add a New Value

Business Unit Q
Request ID|NEXT

Add

Find an Existing Value I Add a New Value

Step Action

6. For this example, the Business Unit used is 42700.

Enter the appropriate information into the Business Unit field.

For this example, type 42700.
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4 Job Aid

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
New Window | Help | B2
Manager Security Request
Eind an Existing Value Add a New Value
Business Unit| 42700 |Q
Request ID|NEXT
Add
Find an Existing Value | Add a New Value
Step Action
7. Click the Add button.
Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works

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

Business Unit: 42700 Department of Human Services Request ID: 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.

Secu

ity Request

*Requested Date: 03/04/2019
*Status: [Draft

“Action: [ig ]
v *Request Type: | Employee v

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029

Submitted By:

Harry AHenderson 463/463-4634 Entered on: 03/01/2019

Access Type

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

Email Address:

Business Address

Address Line 1:

Date Created: 12/4/2019 9:47:00 AM Page 7



Job Aid

Step

Action

Here is the page where the Manager will input all relative information for the deletion
request. Those items with a * are required.

The first section includes items such as the Request Date, which is automatically 3 days
later since SAO requires 3 days for completion. There is also Action, Status, and

Request Type for items that can be changed by the user. The Status will be in Draft
mode.

The Entered by is automatically updated by the system.

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works

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

Business Unit: 42700 Department of Human Services Request ID: 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: 03/04/2019 *Action:
*Status: [Draft v *Request Type:

Reject Reason:

Source: Cnline Support Number:

Entered by: 00290029 Harry AHenderson 463/463-4634
Submitted By:

Entered on: 03/01/2019
Access Type

@ permanent O Temperary Expiration Date

User Data

*User ID:
Empl ID:

Initial Password:
Population Access
*First Name: Middie Initial: “Last Name:
Job Title:

*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step

Action

The next section is the User Data and includes areas that will need to be entered. Again,
items with a * are required.
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4 Job Aid

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

Home Worklist Add to Favorites Sign out
Team Works

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

Business Unit: 42700 Department of Human Services Request ID: 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: 03/04/2019 ‘Acliun:
*Status: [Draft v “Request Type:
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Harry AHenderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type

Permanent O Temporary Expiration Date

User Data

*User ID:
Empl ID:

Initial Password:!

Population Access

*First Name: die Initial: “Last Name:

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

Business Address

Address Line 1: e

Step Action

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

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: Initial Password:
Empl ID: Population Access
*First Name: dle 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
[Hsave | |Ex Add || 2 UpdatefDisplay |
Security Request | Comments | Activity Security | Security Approval | Status History v
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Step Action

11.

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

Favorites + Main Menu ~ > Agency Security » > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
ndow | Help | Personalize Page | & ~
Security Request Comments Activity Security Security Approval Status History
Business Unit: 42700 Department of Human Services Request ID: 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: 03/04/2019 *Action:
*Status: [Draft v *Request Type:
Reject Reason:
Source: Cnline Support Number:
Entered by: 00200029 Harry A Henderson 463/463-4634 Entered on: 03/01/2019
Submitted By:
Access Type
® permanent C Temporary Expiration Date
User Data
*User ID: Initial Password:!
Empl 1D: Population Access
*First Name: Middie Initial: “Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1: e

Step Action

12. This request will be a security acces change so the Action field will need to be updated.

Click the Action list.
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4 Job Aid

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

Home Worklist Add to Favorites Sign out
Team Works

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

Business Unit: 42700 Department of Human Services Request ID: 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.

Secu

ity Request

*Requested Date: 03/04/2019
*Status: [Draft ¥

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029 Harry A Henderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type

Permanent O Temporary Expiration Date

User Data
*User ID: Initial Password:!
Empl ID: Population Access
*First Name: die Initial: “Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step

Action

13.

Click the Change list item.

Change
Delete
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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 | & o
Security Request Comments Activity Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services Request ID: 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: 03/04/2019
*Status: [Draft

*Action:[Change |
v *Request Type: | Employee v

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029 Harry AHenderson 463/463-4634

Submitted By:

Entered on: 03/01/2019

Access Type

@ permanent O 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:

Step Action

14. Now, enter the User ID.

User ID: This is the Employee ID. For a contractor, the User ID is limited to 8-20
characters.

Click in the User ID field.
*User I[]:|
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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 | &
Security Request Comments Activity Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services Request ID: 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.

Secu

ity Request

*Requested Date: 03/04/2019
*Status: [Draft

*Action:[Change |
v *Request Type: | Employee v

Reject Reason:

Source: Cnline Support Number:

Entered by: 00290029 Harry AHenderson 463/463-4634

Entered on: 03/01/2019
Submitted By:

Access Type

Permanent O Temporary Expiration Date

User Data

*User ID:
Empl ID:

Initial Password:

Population Access

*First Name: die Initial: “Last Name:

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

Business Address

Address Line 1:

Step Action

15. Enter the appropriate information into the User 1D field.

For this example, type 33334444,

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: 42700 Department of Human Services Request ID: NEXT Request Seq Num: 1
Electronic signature of Security Officer and Supervisor acknowledges application, receipt for 1D, 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: 03/042013 |[&]
*Status: [Draft

*Action: [Change ]
¥ “Request Type: [Employee W

Reject Reason:
Source: Online Support Number:
Entered by: 00280029 Harry AHenderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 33334444 Initial Password:

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

B

ness Address

Address Line 1:
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Step

Action

16.

There is a function that will bring in the user's existing data if they are in the TeamWorks
system. After entering the User ID:

*NOTE: If the user's data is not in the system, the information will not be updated and you
will need to continue to input the user's data.

Press [Tab].

Favorites + | Main Menu =~ > Agency Security » > 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: 42700 Department of Human Services Request ID: NEXT Request Seq Num: 8

Electronic signature of Security Officer and Supervisor acknowledges li . receipt for 1D, 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: 03/04/2018 |[H] Message
*Status: [Draft

Reject Reason: Waming - A completed request exists for this user and will be copied into this request
Source: Online (29999,30)
Entered by: 00290029
Submitted By:
Access Type

0K

@® permanent O Temporary Expiration Date 01/01/1900

User Data

*User ID: 00300030 Initial Password:

Empl ID: (00300030 TR e
*First Name: April Middle Inifial: *Last Name: Showers
Job Title: Transactions Manager
*Telephone:655/655-6556 Fax Number:
Email Address: April. Showers@anywhere.ga.gov

Business Address

Address Line 1: v

Step

Action

17.

Be sure to read the warning message.

Click the OK button.

Message

Waming — A completed request exists for this user and will be copied into this request.
(29999 30)

Page 14
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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 | 2 o
Security Request Comments Activity Security Security Approval Status History

Business Unit: 42700 Department of Human Services Request ID: NEXT Request Seq Num: 3

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:|03/04/2019 *Action: [Change V|
*Status: [Draft v “Request Type: Employee W

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029 Harry A Henderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type

® permanent C Temporary Expiration Date 01/01/1300

User Data

*User ID:|00300030
Empl ID:|00300030

Initial Password:

Population Access

*First Name: | April Middle Initial: “Last Name: Showers

Job Title: [Transactions Manager

*Telephon

Fax Number:
Email Address:?

owers@anywhere ga gov

Business Address

Address Line 1:

Step Action
18.

Notice that the User Data area is now populated with the required information.

*NOTE: If the user's data is not in the system, the information will not be updated and you
will need to continue to input the user's data.
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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 | &
Security Request Comments Activity Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services Request ID: NEXT Request Seq Num: 3
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.

Secu

ity Request

*Requested Date: 03/04/2019
*Status: [Draft

“Action:

v “Request Type:
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Harry A Henderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type

Permanent O Temporary Expiration Date 01/01/1900

User Data

*User ID: 00306728
Empl ID: (00306728

Initial Password:

Population Access

*First Name: |Jane die Initial: E *Last Name: Henderson

Job Title: Transactions Manager
“Telephone:706/855-5171 Fax Number:
Email Address: *.Janie Henderson@gvra ga.gov.

Business Address

Address Line 1:

Step Action

19. Click the Activity Security tab.
Activity Security

Favorites + | Main Menu ~ > Agency Security » > Manager Security Request

Home Worklist Add to Favorites Sign out
Team Works

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

Business Unit: 42700 Department of Human Services Request ID: NEXT Request Seq Num: 8

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

medule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttens
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

module by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons
below

Expand All Collapse All

11| Save "% Add || 2] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History
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Step

Action

20.

Activities from different modules will be added. The Expand All button allows all the

modules to be viewed.

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 | (& o

Security Reguest Comments Activity Security Security Approval Status History

Business Unit: 42700  Department of Human Services Request ID: NEXT Request Seq Num: 2
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
meodule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons

below

Expand Al Collapse Al

Check all that are applicable

Benefits
Activities Persenalize | Find | @| = First ‘4 1-60f6 '}/ Last
Add Remove  Description
10 [~} Basic Benefits (select all or individual acfivities below)
2 [0 W View BE Balances/Adjustments
30 =] View BE Leave Balances
4 [~ View BE Paycheck Data
50 =] View Benefit Enrcliments
60 ] Pension Summary/Adjustments Page
Human Resources
Activities Personalize | Find | 0| B First ‘& 1-270f27 &/ Last
Add Remove  Description
10 ) Basic Human Resources (select all or individual acfivities below)
2] ) Maintain Acct Codes/Dept Bud
30 ) Employee Data Reporis
4] ) Positions Budget
50 ) HR Training Administrator v
Step Action

21.

The View BE Leave Balances will be added.

Click the Add option.

Activities Personalize | Find | @l [ First ‘&' 1-60f6 &' Last
Add Remove  Description
10 =) Basic Benefits (select all or individual activities below)
20 =) View BE Balances/Adjustments
3 =) View BE Leave Balances
4 0 1 View BE Paycheck Data
50 ¥ View Benefit Enrollments
6 =) Pension Summary/Adjustments Page

Date Created: 12/4/2019 9:47:00 AM
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Favorites ~

Team Works

Main Menu ~ > Agency Security ~ > Manager Security Request

Security Request Comments Activity Security Security Approval Status History

Business Unit: 42700  Department of Human Services Request ID: NEXT

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
meodule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons

below

Expand Al Collapse Al

Check all that are applicable

Home

Request Seq Num:

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | &

g

Benefits
Activities Perscnalize | Find | @| = First ‘4’ 1-60f6 ‘B Last
Add Remove  Description
10 [~} Basic Benefits (select all or individual acfivities below)
20 %] View BE Balances/Adjustments
3 O View BE Leave Balances
40 vl View BE Faycheck Data
50 =] View Benefit Enrcliments
60 ] Pension Summary/Adjustments Page
Human Resources
Activities Personalize | Find | 0| B First ‘& 1-270f27 &/ Last
Add Remove  Description
10 ) Basic Human Resources (select all or individual acfivities below)
2] ) Maintain Acct Codes/Dept Bud
30 ) Employee Data Reporis
4] ) Positions Budget
50 ) HR Training Administrator v
Step Action
22. The View Benefit Enrollments option will be added.
Click the Add option.
Activities Personalize | Find | £ | = First ‘&' 1-60f6 &/ Last
Add Remove Description
10 [ Basic Benefits (select all or individual activities below)
2 0 [l View BE Balances/Adjusiments
3 Wl [l View BE Leave Balances
4 W View BE Paycheck Data
5 @ [} View Benefit Enrolments
6 [ [l Pension Summary/Adjustments Page

Page 18
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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 | &
Security Request Comments Activity Security Security Approval Status History

Business Unit: 42700  Department of Human Services Request ID: NEXT Request Seq Num: 2
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
meodule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons

below

Expand Al Gollapse Al

Check all that are applicable

Benefits
Activities Perscnalize | Find | @| = First ‘4 1-60f6 ‘B Last
Add Remove  Description
10 [~} Basic Benefits (select all or individual acfivities below)
2 [0 W View BE Balances/Adjustments
N~ O View BE Leave Balances
4 ™3] View BE Paycheck Data
5 K O View Benefit Enroliments
60 ] Pension Summary/Adjustments Page

Human Resources

Activities Personalize | Find | 0| B First ‘& 1-270f27 &/ Last
Add Remove  Description
10 ) Basic Human Resources (select all or individual acfivities below)
2] ) Maintain Acct Codes/Dept Bud
30 ) Employee Data Reporis
4] ) Positions Budget
50 ) HR Training Administrator v

Step Action

23. The Basic Human Resources action will be added.

Click the Add option.

Activities Personalize | Find | 2] B8 First (0 1270727 ) Last
Add Remove  Description
1 @ i) Basic Human Resources (select all or individual activities below)
200 ) Maintain Acct Codes/Dept Bud
30 i) Employee Data Reports
40 ) Positions Budget
5O i) HR Training Administrator

Date Created: 12/4/2019 9:47:00 AM Page 19




Job Aid

Team Works

below

Expand Al Gollapse Al

Check all that are applicable

Human Resources

Favorites ~ Main Menu ~ > Agency Security ~

Security Request Comments Activity Security Security Approval Status History

Business Unit: 42700  Department of Human Services

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
meodule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons

Basic Benefits (select all or individual acfivities below)

Benefits
Activities
Add Remove  Description
10 [
20 %] View BE Balances/Adjustments
N~ O View BE Leave Balances
40 vl View BE Faycheck Data
5 O View Benefit Enrcliments
60 ] Pension Summary/Adjustments Page

Manager Security Request

Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | 2

Request ID: NEXT Request Seq Num: 2

Perscnalize | Find | @| = First ‘4’ 1-60f6 ‘B Last

Activities Personalize | Find | 0| B First ‘4 1-270f27 &/ Last
Add Remove  Description
1 O Basic Human Resources (select all or individual acfivities below)
2] ) Maintain Acct Codes/Dept Bud
30 ) Employee Data Reporis
4] ) Positions Budget
50 ) HR Training Administrator v
Step Action
24, There are more options that can be added or removed.
Click the Vertical scrollbar to scroll down the page.
Favorites + Main Menu - > Agency Security v > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
15 [ HR EE Alt Salary Reviews A
16 0 ) Absence Management Admin
70 [ HR Job Comments Panels
1% 0 ) HR Mass Dept Nbr Change within
19 [ HR Position Maintenance
20 ) TandL Central Administrator
21 ] [ TandL Local Administrator
2 ) AM Central Administrator
23 ] ) ESS_TL_Timesheet
24 ] ) TL Manager w/Approval
25 ] ) EP HR ADMIN Read Only
26 ] ) AM EA Administrator
271 ] ) TL Manager w/Approval View Only
Activities (Basic Human Resources) Personalize | Find | & | R First ‘4 1-120f12 ‘& Last
Add Remove  Description
10 [ All Basic Human Resources Listed Below
2™ O Absence Long Term
3 O Absence Short Term
4 ™ O Chg Pay Rate/Term
50 ) Data Change
| O Hire
70 i Positions Budget-View
| O Create Positions
a9 O Maintain Positions
1m0 i) HR EE Review
"0 ) Supplemental Data
12 M O Transfer/Rehire 4
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Step Action

25. Add the Data Change option.

Click the Add option.

Activities (Basic Human

cos) Personaize | Find | 20| B Fest 0 1120112 @ Last

Add Remove Dosc
=) ow
el
M
M
)| =
) e
in] )
L]
=]
0[] =
=)
2 &
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Add to Favorites Sign out
Team Works
150 ™~ HR EE Al Salary Reviews ~
16 ] ) Absence Management Admin
70 ™~ HR Job Comments Panels
B [ HR Mass Dept Nbr Change within
190 ™~ HR Position Maintenance
20 ] [ TandL Central Administrator
21 i) TandL Local Administrator
22 ] [ AM Central Administrator
23 ] i) ESS_TL_Timesheet
24 ] ) TL Manager w/Approval
20 ] EP HR ADMIN Read Only
26 [] ) AM EA Administrator
27 1 [ TL Manager w/Approval View Only
Activities (Basic Human Resources) Personalize | Find | @\ Q First ‘4
Add Remove  Description
10 ) All Basic Human Resources Listed Below
2 O Absence Long Term
3™ O Absence Short Term
4 O Chg Pay Rate/Term
5™ O Data Change
6 O Hire
70 i) Positions Budget-View
& [ O Create Positions
9 O Maintain Positions
0 [} HR EE Review
1m0 ) Supplemental Data
12 O Transfer/Rehire N

Step Action

26. Click the Vertical scrollbar.

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

Page 21




Job Aid

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home
Team Works
Add Remove Description
10 ) All Basic Human Resources Listed Below
2™ (] Absence Long Term
3 W O Absence Short Term
4 (] Chg Pay Rate/Term
5™ O Data Change
6 [+ (] Hire:
70 i) Positions Budget-View
8 O Create Positions
I O Maintain Positions
000 [ HR EE Review
1m0 i) Supplemental Data
12 O Transfer/Rehire
Payroll
Activities Personalize | Fina | 0| [ First ‘4 1-40f4 &/ Last
Add Remove  Description
10 ] Basic Payroll (select all or individual activities below)
2 0 [} Bank Recon Correction
3 dJ [} Print Time Sheet
40 7] View PY Data
PeopleSoft Query
Activities Personalize | Find || B8 First (0 1202 ) Last
Add Remove Description
iQd [ Run Query
20 i) Ad Hoc
Taleo
Activities Personalize | Find | 22 | E First ‘4’ 1-90f8 '} Last

Worklist

Add to Favorites

Sign out

Step

Action

217.

Add the Positions Budget-View option.

Click the Add option.

Add Remove  Description

10 el Al Basic Human Resources Listed Beiow
14 O Absence Long Term
B O Absence Short Term
4™ [m] Chg Pay Rate/Term

5 & m] Data Change

| O Hire

7 @ [} Positions Budget-View
L] O Create Positions

9 W O Maintain Positions
10 “ HR EE Review

10 “ Supplemental Data

12 4 O Transfer/Rehire
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Favorites ~ Main Menu - > Agency Secunty ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
Add Remove Description A
10 ) All Basic Human Resources Listed Below
2™ (] Absence Long Term
3 W O Absence Short Term
4 (] Chg Pay Rate/Term
5™ O Data Change
6 [+ (] Hire:
7™ 0 Positions Budget-View
8 O Create Positions
I O Maintain Positions
000 [ HR EE Review
1m0 i) Supplemental Data
12 O Transfer/Rehire
Payroll
Activities Personalize | Fina | (0| [ First ‘4 1-40f4 &/ Last
Add Remove  Description
10 ] Basic Payroll (select all or individual activities below)
2 0 [} Bank Recon Correction
3 dJ [} Print Time Sheet
40 = View PY Data
PeopleSoft Query
Activities Personalize | Find [ )] B8 First (0 1202 ) Last
Add Remove Description
10 [ Run Query
20 ] Ad Hoc
Taleo
. A4
Activities Personalize | Find | 2 | E First ‘4’ 1-90f8 '} Last
Favorites + | MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
2 [0 5] Bank Recon Correction P
3 g [} Print Time Sheet
40 W View PY Dala
PeopleSoft Query
Activities Personalize | Find | (2 | = First ‘4 1-20f2 &) Last
Add Remove  Description
10 [} Run Query
2 3] Ad Hoc
Taleo
Activities Personalize | Find | @| = First ‘4 1-90f9 & Last
Add Remove Description
1.0 [} Recruiter = =
2 0 Recruitment Coordinator [+ [=]
30 Advanced Recruiter = =
40 & Onboarding Coordinator [ =]
5 v Enterprise Administrator - DOAS - HRA only [+ [=]
& w HRA Contact Center - DOAS - HRA only [+ =
70O Hiring Manager [+ [=]
8 4 Taleo Administrator H =
] i Flat Agency =
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 expandfcollapse all modules by clicking the buttons
below
Expand All Collapse All
(5 save 4 Add || 7| Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v
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Job Aid

Step

Action

29.

All changes have been made and need to be saved. Always be sure to save your work.

Click the Save button.

=l Save
Favorites = Main Menu - > Agency Security » > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
Expand All Collapse All ~
Check all that are applicable
Benefits
Activities Personalize | Find | 2] [Ed  First (4 160f6 b Last
Add Remove  Description

10 %3] Basic Benefits (select all or individual activities below)
2 0 =] View BE Balances/Adjusiments
3 W O View BE Leave Balances
1+ 0 %] View BE Paycheck Data
5 W O View Benefit Enroliments
60 3] Pension Summary/Adjustments Page

Human Resources

Activities Personalize | Find | 2| =] First ‘4’ 127 0f 27 '}/ Last

Add Remove  Description
1 O Basic Human Resources (select all or individual acfivities below)
20 ™~ Maintain Acct Codes/Dept Bud
g v Employee Data Reports
4] ™~ Positions Budget
50 v HR Training Administrator
6 ] ) HR Training Administration
70 v Add HR Training Table Values
8 ) Telework
| ) Telework Administrator
00 ) View HR Data - Complete
110 ) View HR Data - Basic
12 ] ] EP HR ADMIN
Step Action

30.

To minimize all the modules:

Click the Collapse All button.
Collapse All
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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 | (2
Security Request Comments Activity Security Security Approval Status History
Business Unit: 42700  Department of Human Services Request ID: 0000000049  Request Seq Num: 9

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

meodule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons
below

Expand Al Collapse 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
module by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttons
below

Expand All Collapse All

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

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

Step

Action

31.

The Activity Security page is complete and now return to the main page.

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 | 2
Security Request Comments Activity Security Security Approval Status History

Business Unit: 42700 Department of Human Services RequestID: 0000000042  Reguest Seq Num: 9
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: 03/04/2019 ‘Acliun:
*Status: [Draft v “Request Type:
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Harry AHenderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type
® permanent C Temporary Expiration Date 01/01/1300

User Data

*User ID: 00300030
Empl ID: (00300030

Initial Password:

Population Access
*First Name: April Middle Initial: “Last Name: |Showers
Job Title: Transacfions Manager

*Telephone:

Fax Number:
Email Address: April. Showers@anywhere.ga.gov

Business Address

Address Line 1: e

Step

Action

32.

The Status field will be in Draft mode until the manager is ready to submit the request to

the Agency Security Officer. The manager will then change the Status field from Draft to
Manager Submitted.

Click the Status drop-down list.

*Status: | Draft W
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Favorites + | MainMenu ~ > Agency Security ~ > Manager Security Request
Home
Team Works
Security Request Comments Activity Secunty Security Approval Status History
Business Unit: 42700 Department of Human Services Request ID: 0000000049 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.

Secu

ity Request

*Requested Date: 03/04/2019 *Action:
*Status: {84 “Request Type: Employee v

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029 Harry AHenderson 463/463-4634 Entered on: 03/01/2019
Submitted By:

Access Type

Permanent O Temperary Expiration Date 01/01/1900

User Data
*User ID: 00300030 Initial Password:
Empl ID: 00300030 Fopulation Access
*First Name: April Middle Initial: *Last Name: |Showers

Job Title: Transacfions Manager
“Telephone:555/655-6556 Fax Number:
Email Address: April. Showers@anywhere.ga.gov

Business Address

Address Line 1:

9

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | i3

Step

Action

33.

Click the Manager Submitted list item.

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

Home Worklist
Team Works
Security Request Comments Activity Secunty Security Approval Status History
Business Unit: 42700 Department of Human Services RequestID: 0000000042  Reguest Seq Num: 9

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.

Secu

ity Request

*Requested Date: 03/04/2019

*Action:[Change |
*Request Type: | Employee Vv

*Status: [Manager Submitted v

Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029

Submitted By:

Harry AHenderson 463/463-4634 Entered on: 03/01/2019

Access Type

Permanent O Temperary Expiration Date 01/01/1900

User Data

*User ID: 00300030
Empl ID: (00300030

Initial Password:

Population Access

*First Name: April “Last Name: Showers

dle Initial:

Job Title: Transacfions Manager
“Telephone:555/655-6556 Fax Number:
Email Address: April. Showers@anywhere.ga.gov

Business Address

Address Line 1:

Add to Favorites

New Window | Help | Personalize Page | 2

Sign out

v
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: 00300030 Initial Password:
Empl 1D: 00300030 Population Access
*First Name: April dle Initial: *Last Name: Showers
Job Title: Transactions Manager
*Telephone:655/655-6556 Fax Number:
Email Address: April.3howers@anywhere.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: [May Flowers
*“Telephone{232/232-2322
PeaopleSoft 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
] Save 4 Add #1] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v
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Step

Action

35.

Always be sure to save your work.

Click the Save button.

1| Save
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
User ID: 00300030 Initial Password:
Empl ID: 00300030 Population Access
First Name: April Middle Initial: Last Name: Showers
Job Title: Transactions Manager
Telephone: 5 Fax Number:
Email Address: April.Showers@anywhere.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Postal Code:
Supervisor's Information
Name: May Flowers
Telephone: 232/232-2322
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 1D and notify your Agency PeopleSoft Security Officar
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
11| Save |+ Add #| UpdatefDisplay
Security Request | Comments | Activity Security | Security Approval | Status History v

Step

Action

36.

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 SAQO Security to process.
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
UserID: 00306728 Initial Password:
Empl ID: 00306728 Population Access
First Name: Jane Middle Initial: E Last Name: Henderson

Job Title: Transactions Manager
Telephone: 706/655-5171 Fax Number:
Email Address: x Janie Henderson@gvra.ga gov

Business Address
Address Line 1:
Address Line 2:

City:

State: Postal Code:

Supervisor's Information

Name: Marva Calhoun

Telephone: 404/232-1991

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 PeopleScft 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

i Save | & Add #] Update/Display

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

Step Action

37. Congratulations! You have completed making changes to security access.
End of Procedure.
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