sAe Job Aid

Requesting a Deletion 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
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Balance Phone: 404-656-2705
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Personal Leave 6.00 He 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 9.00 Hours
Balance

Forfeited Leave

34.54 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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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
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Action

2. Click the Agency Security link.
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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
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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

5. Click in the Business Unit field.

Business U"it:l e}

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
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Step

Action

For this example, the Business Unit used is 42700.

For this example, type 42700.

Enter the appropriate information into the Business Unit field.

Favorites ~ Main Menu ~ > Agency Security ~

Team Works

Manager Security Request

Eind an Existing Value || Add a New Value

Business Unit| 42700 |Q
Request ID|NEXT

Add

Find an Existing Value I Add a New Value

> Manager Security Request

Home Worklist Add to Favorites Sign out

New Window | Help | B2

Step

Action

Click the Add button.

Add
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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: 42700 Department of Human Services Request ID: 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: |03/04/2019 |

]
v “Request Type: [Employee |

*Status: [Draft

Reject Reason:

Source: Online

Entered by: 00220029 Bamey Rubble 404/404-4044

Submitted By:

Support Number:

Entered on: 03/01/2019

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:

1

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | & ~

Step Action

request. Those items with a * are required.

The Entered by is automatically updated by the system.

Here is the page where the Manager will input all relative information for the deletion

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.
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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: 42700 Department of Human Services 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: 03/04/2018 |

“Action:
v *Request Type: |[Employee W

*Status: [Draft

Reject Reason:

Source: Online Support Number:
Entered by: 00290029

Submitted By:

Barmey Rubble 404/404-4044 Entered on: 02/01/2019
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:

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | &

Step

Action

The next section is the User Data and includes areas that will need to be entered. Again,

items with a * are required.

Click in the User ID field.

*User ID:l
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Favorites ~ Main Menu ~ > Agency Security = >

Manager Security Reguest

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: 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: 03/04/2018 |

“Action:
v *Request Type: |[Employee W

*Status: [Draft

Reject Reason:

Source: Online Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 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: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:

Email Address:

Business Address

Address Line 1:

Step Action

10. Now, enter the User ID.
The User ID is limited to 8-20 characters.

Enter the appropriate information into the User 1D field.

For this example, type 88888888.
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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 | & 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
*Status: [Draft

“Action:[Add V|
v *Request Type: | Employee v

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

Submitted By:

Barney Rubble 404/404-4044 Entered on: 03/01/2019

Access Type

@ permanent O Temperary Expiration Date

User Data

*User ID: 38858833 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
11.

The Employee ID is an eight numeric value preceeded by 00 (this example uses artifical
IDs). A contractor would not have an Employee ID.

Click in the Empl ID field.

empip |
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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 *Action:

*Status: [Draft

v “Request Type:
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2019

Submitted By:
Access Type

Permanent O Temperary Expiration Date

User Data

*User ID: 88383888
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
12. Enter the appropriate information into the Empl ID field.
For this example, type 88888888.
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: 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:[Add V]
¥ “Request Type: [Employee W

Reject Reason:
Source: Online Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044

Entered on: 03/01/2019
Submitted By:

Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 88388358 Initial Password:

Empl ID: |38333888 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
13.

The First Name of the user needs to be entered.

Click in the First Name field.

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: 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: [Employee /|
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2018
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data
*User ID: 88888858 Initial Password:
Empl ID: 88358383 Population Access
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1: v

Step Action
14.

Enter the appropriate information into the First Name field.

For this example, type Harry.

Page 12

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




Job Aid

Favorites ~ Main Menu ~ > 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: 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.

Secu

ity Request

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

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

Reject Reason:

Source: Cnline Support Number:

Entered by: 00290029
Submitted By:

Barney Rubble 404/404-4044 Entered on: 03/01/2019

Access Type

Permanent O Temperary Expiration Date

User Data

*User ID: |88383888
Empl ID: 38383833

Initial Password:!

Population Access
*First Name: Harry

Worklist

New Window | Help | Personalize Page | &

1

Add to Favorites

Sign

out

die Initial: “Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1: e
Step Action
15. Click in the Last Name field.
*Last Name: | |
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 2
Business Unit: 42700 Depariment 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 protecticn 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:
v *Request Type: Employee Vv

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

Submitted By:

Barney Rubble 404/404-4044 Entered on: 03/01/2019

Access Type

Permanent O Temporary Expiration Date

User Data

*User ID: |83883888 Initial Password:

Empl ID: |58338838 Population Access

*First Name: |Harry *Last Name:

Middle Initial:
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

16. Enter the appropriate information into the Last Name field.

For this example, type Henderson.

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 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 |[5] “Action:[Add |
*Status: [Draft v *Request Type:
Reject Reason:
Source: Online Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2019
Submitted By:
Access Type
@ permanent O Temporary Expiration Date
User Data
*User ID: |62883382 Initial Password:
Empl ID: |88388888 Population Atcess
*First Name: |Harry Middle Initial: *Last Name: Henderson
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1: v

Step Action

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

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

Click in the Telephone field.

*Telephone:
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computerfinformation laws.
Security Request

*Requested Date: 03/04/2019

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

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 Security Security Approval Status History
Business Unit: 42700 Department of Human Services Request ID: NEXT Request Seq Num: 1

“Acton:

*Status: [Draft

v

Reject Reason:
Source: Online
Entered by: 00290029
Submitted By:
Access Type

® permanent

User Data

*User ID: |82888888
Empl ID: [33383838
*First Name: |Harry
Job Title:
*Telephone:
Email Address:

Business Address

Address Line 1:

*Request Type: |[Employee W

Support Number:

Barney Rubble 404/404-4044 Entered on: 03/01/2019

O Temporary Expiration Date

Initial Password:

Population Access

Middle Initial: *Last Name: Henderson

Fax Number:

Step
18.

Action

Enter the appropriate information into the Telephone field.

For this example, type 4045555555.

Favorites - Main Menu - >

Agency Security ~ >

Team Works

Security Request Comments

Business Unit: 42700 Department of Human Services

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: 03/04/2018 |

Activity Security

Manager Security Reguest

Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | & ~
Security Approval

Status History

Request ID: NEXT Request Seq Num:

“Acton:

*Status: [Draft

v

*Request Type: |[Employee W

Reject Reason:
Source: Online

Entered by: 00290029
Submitted By:
Access Type

® permanent

User Data

*User ID: |82888888
Empl ID: [33383838
*First Name: |Harry
Job Title:
*Telephone; 404/555-5555
Email Address:

Business Address

Address Line 1:

Support Number:

Barney Rubble 404/404-4044 Entered on: 03/01/2019

O Temporary Expiration Date

Initial Password:

Population Access

Middle Initial: *Last Name: Henderson

Fax Number:

Date Created:
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Step

Action

19.

The email address is a required field. If the employee or 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]

Favorites ~ Main Menu

> Agency Security v > 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: 42700 Depariment 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 |E]

R e —)
v “Request Type: [Erpores ]

~Status: [Draft

Reject Reason:

Source: Online Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 02/01/2019
Submitted By:

Access Type

@ permanent O Temporary Expiration Date

User Data

*User ID: |82888388 Initial Password:
Empl ID: 88888888 Population Access

*First Name: |Harry *Last Name: Henderson

Job Title:
*Telephone; 404/555-5555

Middle Initial:

Fax Number:
Email Address:

Business Address

Address Line 1:

Step
20.

Action

Enter the appropriate information into the Email Address field.

For this example, type harry.henderson@sao.ga.gov.

Page 16
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Favorites ~ Main Menu ~ > Agency Security » > Manager Security Request

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: 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: 02/04/2018 |5 *Action:
*Slalus:\Draﬂ v *Request Type: |[Employee W

Reject Reason:

Source: Online Support Number:

Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2019
Submitted By:

Access Type
@ permanent O Temporary Expiration Date

User Data

*User ID: |82888888
Empl ID: [33383838

Initial Password:

Population Access
*First Name: |Harry Middle Initial:

Job Title:
*Telephone; 404/555-5555

*Last Name: Henderson

Fax Number:
Email Address: harmy henderson@sao.ga gov

Business Address

Address Line 1:

Home Worklist Add to Favorites Sign out
Team Works

v
Favorites = ‘ MainMenu ~ > Agency Security = > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: 33832838 Initial Password:
Empl ID: |588388588 Population Access
*First Name: |Harry Middle Initial: *Last Name: Henderson
Job Title:
*Telephone; 404/555-5555 Fax Number:
Email Address:|harry.henderson@sao.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
PeopleSoft HCM and Pertal User D 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 1D 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 Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administraters only.
[l save s Add || 7] Update/Display
Security Reguest | Comments | Activity Security | Security Approval | Status History v

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

22, The Business Address section is optional.

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

Click in the Name field.

. | |
Name
Favorites - MainMenu - > Agency Security = > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: |88888888 Initial Password:
Empl ID: |33833838 Population Access
*First Name: |Harry Middle Initial: *Last Name: |Henderson
Job Title:
“Telephone; 404/555-5555 Fax Number:
Email Address: hary henderson@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 1D 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 Officer
of the change
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
il Save + Add #] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v

Step Action

23. Enter the appropriate information into the Name field.

For this example, type Barney Fife.
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: 883832388 Initial Password:
Empl ID: |88333388 Population Access
*First Name: Harry Middle Initial: *Last Name: Henderson
Job Title:
*Telephone:404/555-5555 Fax Number:
Email Address: harry_henderson@sao.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 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
*
Telephone{ |
Favorites + Main Menu ~ > Agency Security » > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
N
*User ID: 883832388 Initial Password:
Empl ID: |88333388 Population Access
*First Name: Harry Middle Initial: *Last Name: Henderson
Job Title:
*Telephone:404/555-5555 Fax Number:

Email Address: harry_henderson@sao.ga.gov

B

ness 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 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
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Step Action

25. Enter the appropriate information into the Telephone field.

For this example, type 4045555551,

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data o
*User ID: 38383358 Initial Password:
Empl ID: |38333888 Population Access
*First Name: Harry Middle Initial: *Last Name: Henderson
Job Title:
*Telephone:404/555-5555 Fax Number:

Email Address: harry.henderson@sao.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q, Postal Code:

Supervisor's Information
*Name: |Bamey Fife

*Telephone; 404/555-5551

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

Tt Save + Add #] Update/Display

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

Step Action

26. Click the Vertical scrollbar to return to the top of the page.
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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
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: [ig ]
v *Request Type: | Employee v

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2018
Submitted By:

Access Type

@ permanent O Temporary Expiration Date

User Data

*User ID: |88383888
Empl ID: 38383833

Initial Password:!

Population Access

*First Name: Harry Middle Initial: *Last Name: Henderson

Job Title:
“Telephone:404/555-5555 Fax Number:
Email Address: harry henderson@saoc.ga gov

Business Address

Address Line 1:

Step Action

217. The following step is not a requirement but highly recommended.

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

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

Business Unit: 42700  Department of Human Services Request ID: NEXT 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 ‘&' 10f1 &/ Last
FHE=
Last Upd DiTm:
Last upd User:

Comment:

(5 save & Add || x| Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History

Step Action

28. The manager can enter a short description regarding the deletion request.

Click in the Comment field.
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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 | iE
Security Reguest Comments Activity Security Security Approval Status History

Business Unit: 42700  Department of Human Services Request ID: NEXT 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 ‘&' 10f1 &/ Last

FHE=
Last Upd DiTm:
Last upd User:

Comment:

(5 save & Add || x| Update/Display

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

Step

Action

29.

Enter the appropriate information into the Comment field.

For this example, type Employee Terminated.

Favorites = MainMenu ~ > Agency Security v > 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: 42700 Depariment of Human Services Request ID: NEXT 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 ‘&' 101 & Last

[ (=
Last Upd DiTm:
Last upd User:

Comment: | Employee Terminated

[ save [ Add || 2] Update/Display

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

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

Click the Save button.

= Save

Favorites + MainMenu ~ > Agency Security v > 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: 42700 Depariment of Human Services Request ID: 0000000395 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 (&' 101 & Last

[ (=
Last Upd DtTm: 03/01/2018 12:02:37PM
Last upd User: 00204337 Mary D. Walker 404/463-6252

Comment: | Employee Terminated

(5] save & Add || #] Update/Display

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

Step Action

31. Click the Security Request tab.

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

Home
Team Works

Security Request Comments Activity Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services RequestID: 0000000295  Reguest 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: 03/04/2019
*Status: [Draft

“Action:[Add V|
v *Request Type: | Employee v

Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044
Submitted By:

Entered on: 03/01/2019

Access Type

@ permanent O Temporary Expiration Date

User Data

*User ID: 88383888
Empl ID: 38383833

Initial Password:!

Population Access

*First Name: Harry Middle Initial: *Last Name: Henderson

Job Title:
“Telephone:404/555-5555 Fax Number:
Email Address: harry henderson@saoc.ga gov

Business Address

Address Line 1:

1

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | & o

Step

Action

32.

At this point, the *Action field needs to be updated to reflect that this request is a

deletion.

Click the Action list.

*Action:

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

New Window | Help | Personalize Page | i3
Security Request Comments Activity Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services RequestID: 0000000295  Reguest 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

v
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2018
Submitted By:
Access Type
Permanent O Temporary Expiration Date
User Data
*User ID: 8885885838 Initial Password:
Empl ID: 38388888 Fopulation Access
*First Name: Harry die Initial: “Last Name: Henderson

Job Title:
“Telephone:404/555-5555 Fax Number:
Email Address: harry henderson@saoc.ga gov

Business Address

Address Line 1:

Step Action

33. Click the Delete list item.

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

Home
Team Works

Security Request Comments Activity Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services RequestID: 0000000295  Reguest 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: 03/04/2019 ‘Acliun:
*Status: [Draft v “Request Type:
Reject Reason:
Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2019
Submitted By:

Access Type

@ permanent O Temporary Expiration Date

User Data

*User ID: 88383888
Empl ID: 38383833

Initial Password:

Population Access

*First Name: Harry Middle Initial: *Last Name: Henderson

Job Title:
“Telephone:404/555-5555 Fax Number:
Email Address: harry henderson@saoc.ga gov

Business Address

Address Line 1:

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | &

1

Step

Action

34.

Now that you have completed the deletion request, the status will need to be updated. You
need to change the Status field from Draft to Manager Submitted.

Click the Status list item.

*Status: | Draft

Date Created: 12/4/2019 9:47:00 AM
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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 Secunty Security Approval Status History

Business Unit: 42700 Department of Human Services Request ID: 0000000395 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 *Action:
*Status: {854 “Request Type: Employee v

Reject Reason:

Source: Cnline Support Number:
Entered by: 00290029 Barney Rubble 404/404-4044 Entered on: 03/01/2019
Submitted By:

Access Type

Permanent O Temporary Expiration Date

User Data

*User ID: 88383888
Empl ID: 38383833

Initial Password:

Population Access
*First Name: Harry die Initial: “Last Name: Henderson

Job Title:

“Telephone:404/555-5555 Fax Number:
Email Address: harry henderson@saoc.ga gov

Business Address

Address Line 1: e

Step Action

35. Click the Manager Submitted list item.

Manager Submitted
Fejected
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Business Unit: 42700 Department of Human Services

computerfinformation laws.

Secu

ity Request

*Requested Date: 03/04/2019
*Status: [Manager Submitted v

Reject Reason:
Source: Online
Entered by: 00280029
Submitted By:
Access Type

Permanent O Temporary

User Data

*User ID: 88383888
Empl ID: 38383833
*First Name: Harry

dle Initial:
Job Title:

*Telephone:404/555-5555
Email Address: harmy henderson@sao.ga.gov

Business Address

Address Line 1:

Barney Rubble 404/404-4044

Request ID: 0000000395 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

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

Support Number:
Entered on: 03/01/2019

Expiration Date

Initial Password:

Population Access
*Last Name: Henderson

Fax Number:

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

1

Step

36.

v
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
*User ID: 88858833 Initial Password:
Empl ID: |383583388 Population Access
*First Name: Harry dle Initial: =Last Name: Henderson
Job Title:
*Telephone:404/555-5555 Fax Number:
Email Address: harry.henderson@sao.qa.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Bamey Fife
*Telephone; 404/555-5551
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 s Add #1] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v
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Step Action

37. Always be sure to save your work.

Click the Save button.

ir| Save
Favorites = Main Menu - > Agency Security »+ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data P
UserID: 53333888 Initial Password:
Empl ID: 53333838 Population Access
First Name: Harry Middle Initial: Last Name: Henderson
Job Title:
Telephone: 404/555-5555 Fax Number:

Email Address: harry henderson@sao.ga.gov
Business Address
Address Line 1:
Address Line 2:

City:
State: Postal Code:

Supervisor's Information
Name: Bamey Fife

Telephone: 404/555-5551

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

Ti) Save + Add ] Update/Display

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

Step Action

38. Click the Vertical scrollbar to return to the top of the page.
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Favorites ~

Main Menu ~ >  Agency Security ~ >

Team Works

Security Request Comments Activity Security

Business Unit: 42700 Department of Human Services

computerfinformation laws.
Security Request

Requested Date: 03/04/2019
Status: Manager Submitted
Reject Reason:
Source: Online
Entered by: 00290029
Submitted By:
Access Type

® permanent Temporary

User Data

UserID: 53333838
83333888

Harry

Empl ID:
First Name: Middle Initial:
Job Title:
Telephone: 404/555-5555
Email Address: harry.henderson@sao.ga.gov

Business Address

Address Line 1:

Security Approval

Barney Rubble 404/404-4044

Manager Security Request

Home

Status History

Request ID: 0000000395 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

Action: Delete

Request Type: Employee

Support Number:

Entered on: 03/01/2019

Expiration Date

Initial Password:

Population Access
Last Name: Henderson

Fax Number:

1

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | & o

Step Action

39.

An email will now be sent to the Agency Security Officer to inform them that they have a
Security Request needing approval. The Agency Security Officer will need to review and
approve before the request it is sent to SAO Security to process.
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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 RequestID: 0000000295  Reguest 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: Manager Submitted
Reject Reason:
Source: Online
Entered by: 00290029
Submitted By:
Access Type

® permanent Temporary

User Data

UserID: 53333838
83333888

Harry

Empl ID:
First Name: Middle Initial:
Job Title:
Telephone: 404/555-5555
Email Address: harry.henderson@sao.ga.gov

Business Address

Address Line 1:

Barney Rubble 404/404-4044

Action: Delete

Request Type: Employee

Support Number:
Entered on: 03/01/2019

Expiration Date

Initial Password:

Population Access
Last Name: Henderson

Fax Number:

Step

Action

40.

Congratulations! You have completed requesting a deletion to security access.

End of Procedure.
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