Job Aid

Requesting a New Security Request - Employee

Favoriles ~

Team Works

Main Menu ~

Self Service Quick Links T o~

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

View Paycheck

Review current and prior paychecks.

TeamWorks Time & Labor Notice© & v

‘Your Employee Leave Summary Information is
now available on your Home Page. We are still
investigating a small percentage of our overall
Time & Labor population. Please contact your HR
office if you have questions regarding a possible
discrepancy. Thank you!

Employee Leave Summary S av
Leave Balance
Annual Leave 360
Education Support Leave 8

Forfeit Annual Leave 128.64
Georgia Comp Time Flan 23.163
Holiday Leave 40
Personal Leave 24

Sick Leave 555.66

Home Worklist Add to Favorites

Personalize Content | Layout

News and Announcements [+

QUESTIONS: SAQ CSC HCM
404-657-3958
888-896-7771

HCM@sao.ga.qov

QUESTIONS: SAQ CSC Security
404-657-3056
888-896-7771
SAC PS Access@sac.qa.gov

QUESTIONS: Human Resources Administration (HRA)
Phone: 404-656-2705
hra@doas ga.gov

HCM News: TeamWorks HCM communications are distributed based on an individual's
security and module access. To request communication on additional modules, please
contact the SAQO HCM Customer Support Center (CSC) with your request.

Sign out

2 Help

Step

Action

Click the Main Menu link.

Main Menu
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Job Aid

Favoriles ~

Main Menu v{

Team W,

Self Service Qi

Personal I

Reion 250
= View Payc
Resiou

TeamWorks Tir|

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

Employee Leav|
Leave

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

Search Menu:

oo A o o G A e e o o o G e Y Y T

DX Custom

Manager Dashboard
Talent Summary

Self Service

Manager Self Service
Agency Security

Agency Security Reset
Workforce Administration
Benefits

Compensation

Time and Labor

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

Set UpHCM

Enterprise Components
Worklist

Reporting Tools
PeopleTools

Change My Password
My Personalizations

My System Profile

My Dictionary

Home Worklist Add to Favorites Sign out

Personalize Content | Layout ? Help

buncements <

AO CSC HCM
04-657-3956

88-896-7771
ICW(@sa0.0a.qov

AQ CSC Security
04-657-3956
88-896-7771

AQ PS Access@sao 0a.gov

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

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

Action

Click the Agency Security link.
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Favoriles ~

Main Menu v{

Team W)

Self Service Qi

Personal I

Reion 250
= View Payc
Resiou

TeamWorks Tir|

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

Employee Leav|
Leave

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

Search Menu:

DX Custom
Manager Dashboard
Talent Summary
Self Service

Manager Self Service

Home Worklist Add to Favorites

Personalize Content | Layout

huncements <
AO CSC HCM
04-657-3956

88-896-7771

Agency Security
Agency Security Reset

Workforce Administratiq

D Security Request
|5 Manager sec

urity Request

Benefits

Compensation

Time and Labor

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

Set UpHCM

Enterprise Components
Worklist

Reporting Tools
PeopleTools

Change My Password

My Personalizations

My System Profile

o A o o G A ot o e o o o G e 0 Y T

My Dictionary

3

88-896-7771

» JAQ PS Access@san.ga.gov

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

gamWorks HCM communications are distributed based on an individual's
ppdule access. To request communication on additional modules, please

» |10 HCM Customer Support Center (CSC) with your request.

Sign out

? Help

Step Action

3. Click the Manager Security Request link.
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Job Aid

Favoriles ~ Main Menu - >

Agency Security ~ > Manager Security Request

Team Works

Manager Security Request

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

Search Criteria

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

Action[= vl V]

Status[= v v

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

[case sensitive

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

Find an Existing Value | Add a New Value

Home Worklist Add to Favorites. Sign out

New Window | Help | iE

Step

Action

A new security request will be created.

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

Page 4
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Job Aid

Favoriles ~ Main Menu -

Team Works

> Agency Security ~ > Manager Security Request

Home

Manager Security Request

FEind an Existing Value Add a New Value

Business Unit Q
Request ID NEXT

Add

Find an Existing Value \ Add a New Value

Worklist Add to Favorites. Sign out

New Window | Help | iE

Step Action

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

example Business Unit 44100 will be used.

Click in the Business Unit field.

Business UnitIZIQ

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

Team Works

Home Worklist

Manager Security Request

FEind an Existing Value Add a New Value

Business Unit Q
Request ID NEXT

Add

Find an Existing Value \ Add a New Value

Add to Favorites. Sign out

New Window | Help | iE

Step

Action

Enter the appropriate information into the Business Unit field.

For this example, type 44100.

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

Home Worklist

Team Works

Manager Security Request

Find an Existing Value || Add a New Value

Business Unit|44100] | Q
Request ID NEXT

Add

Find an Existing Value \ Add a New Value

Add to Favorites Sign out

New Window | Help | &

Page 6
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sAo Job Aid

Step Action

7. Click the Add button.
Add

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

Home Worklist Add to Favorites. Sign out
Team Works

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

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: NEXT Request Seq Num: 1
Electronic signature of Security Officer and Supervisor acknowledges application, receipt for ID, password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16

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

Security Request

*Requested Date: [14/15/2019 *Action:
*Status: Draft v “Request Type: Employee v

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betty Boop 478/999-9999
Submitted By:

Entered on: 04/11/2019
Access Type
@ permanent O Temporary Expiration Date

User Data

*User ID:
Empl ID:

Initial Password:!

Population Access
“First Name: Middle Initial: “Last Name:

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

Business Address

Address Line 1:

Step Action

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

The first section includes items such as:

* Request Date - automatically defaults to 3 days later, as SAO requires 3 days to process
a request.

 Action, Status, and Request Type - editable by the user.

* Source, Entered by and Support Number - automatically updated by the system.

Click the Vertical scrollbar to view the bottom of the page.
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Job Aid SAo

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ “ACUON [ ATD -
*Status: [Draft ~ *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
QO Temporary Expiration Date
User Data
*User ID: Initial Password:
Empl 1D: Population Access
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step

Action

The next section consists of user data that will need to be entered. Again, items with an *

are required. There is also a section for the Supervisor's Information.

Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ “ACUONT [ATD v
*Status: [Draft ~ *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9939 Entered on: 04/11/2019
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:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Page 8
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Step

Action

10.

For this example, the user will create a security access request for a permanent employee.
Accept the default Access Type of Permanent.

Note: If creating a security access for a contractor, select the Access Type of Temporary.
The Request Type of Contractor and an Expiration Date will also be required.

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

Home Worklist Add to Favorites Sign out
TeamWorks

“Requested Date: U3/ T5/2UTY [[s1 ACUON | ATT v

"Slatus:\Dmn v *Request Type:  Employes W )

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019
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:
Address Line 2:
City:
State: Q Postal Code:

Supervisor's Information
“Name:

“Telephone

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step

Action

11.

Click in the User ID field.
*User ID:|

Date Created: 12/4/2019 9:47:00 AM
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works

“Requested Date: [Ua15/2019 |3y “ACUONT [ ATT 5

*Status: [Draft ~ *Request Type: [Employee v ~

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
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:
Address Line 2:
City:
State: Q Postal Code:

Supervisor's Information
*Name:

*Telephone:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step Action

12. Enter the appropriate information into the User ID field. It is limited to 8-20 characters.

For this example, type 03131331.

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
“Requested Uate: U3/ 152019 [z “ACUON | ATT v
*Status: \ Draft e *Request Type:  Employee v L)

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019
Submitted By:

Access Type
® permanent O Temporary Expiration Date

User Data

*User ID: 03131331 Initial Password:

Empl ID: Population Access

*First Name: Middle Initial: *Last Name:

Job Title:

*Telephone: Fax Number:

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

Supervisor's Information
“Name:

*Telephone:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Page 10 Date Created: 12/4/2019 9:47:00 AM
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Step Action

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

Click in the Initial Password field.

Initial Password :|

Favorites » Main Menu « > Agency Security = > Manager Security Request
Home Worklist Add to Favorites Sign out

TeamWorks

*Requested Uate: U4/15/2019  |[sy ACUON | AQT v

*Status: [Draft v “Request Type: 2
Reject Reason:
Source: Online Support Number:
Entered by: Q0767676 Betly Boop 478/999-9999 Entered on: 04/11/2019

Submitted By:
Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID:

Initial Password:!

Population Access
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:

Supervisor's Information
“Name:

“Telephone

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step Action

14. Enter the appropriate information into the Initial Password field.

For this example, type ohyeah19!.

Date Created: 12/4/2019 9:47:00 AM Page 11
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home

Team Works

“Requested Date: [Ua15/2019 |3y “ACUONT [ ATT 5

“Request Type: | Employee

*Status: [Draft v

Reject Reason:
Source: Online Support Number:
Entered by: 00767676

Submitted By:

Betty Boop 478/999-9999 Entered on: 04/11/2019

Access Type

Permanent O Temporary Expiration Date

User Data

=User ID: 03131331 Initial Password: ohyeah19] ®

Empl ID: Population Access

*First Name: *Last Name:

Middle Initial:
Job Title:

*Telephone: Fax Number:

Email Address:

Business Address
Address Line 1:
Address Line 2:

City:

State: 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

Worklist

Add to Favorites

Sign out

Step

Action

15.

Click in the Empl ID fiel

empip ]

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

Home

Team Works

*Requested Date: Ua/15/20719 |3y “ACUON: | ATT v

*Request Type:  Employee W

*Status: Draft v

Reject Reason:
Source: Online Support Number:
Entered by: 00767676
Submitted By:
Access Type

Betly Boop 478/999-9999 Entered on: 04/11/2019

® permanent O Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID:

Initial Password: ohyeah19!

Population Access

*First Name: *Last Name:

idle Initial:
Job Title:

*Telephone: Fax Number:
Email Address:

Business Address

Address Line 1:

Address Line 2:

City:

State: Postal Code:

Supervisor's Information
“Name:

*Telephone:

PeopleScft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Worklist

Add 1o Favoriles

Sign out

Page 12
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Step

Action

16.

The Empl ID consists of eight numeric values proceeded by 00 or 01.

For this example, type 03131331.

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

Home Worklist Add to Favorites
Team Works
“Requested Date: [U4/15/2019 [

ACUONT [ ATT 5

v *Request Type: | Employee W

*Status: Draft

Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999
Submitted By:

Entered on: 04/11/2019

Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 03131331 Initial Password: ohyeah19!

Empl 1D: 03131331 x Population Access
*First Name: Middle Initial: *Last Name:
Job Title:

*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:

Supervisor's Information
*Name:

*Telephone:

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Sign out

Step

Action

17.

The First Name is required.

Click in the First Name field.

*First Name:l |

Date Created: 12/4/2019 9:47:00 AM
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: (U&/15/2019 ||y “ACUON [ ATD -
*Status: [Draft ~ *Request Type: [Employee v ~

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type

QO Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID: 03131331

| Password: ohyeah19!

Population Access

*First Name: \ Middle Inifial: *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:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step Action

18. Enter the appropriate information into the First Name field.

For this example, type Captain.

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
“Requested Uate: U3/ 152019 [z “ACUON | ATT v
*Status: \ Draft e *Request Type:  Employee v L)

Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betly Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 03131331

| Password: ohyeah19!

Empl ID: 03131331 Population Access

*First Name: Captain x Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:

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

Supervisor's Information
“Name:

*Telephone:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
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Step

Action

19.

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

Click in the Last Name field.

X
Last Name: | |
Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
“Requested Date: [U4/15/2019 [ ACUON[ATT v
“Status: [Draft v *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9939 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl ID: 03131331 Population Access
*First Name: Captain Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step

Action

20.

Enter the appropriate information into the Last Name field.

For this example, type Marvel.

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

Page 15




Job Aid sAo

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ ACUONE[ATT -
*Status: [Draft v *Request Type: | Employee W ol

Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 03131331 Initial Password: ohyeah19!

Empl ID: 03131331 Population Access

*First Name: Captain Middle Initial: =Last Name: Marvel x

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:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step Action

21. The telephone number is a required field. 1f 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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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ “ACUON [ ATD -
*Status: [Draft ~ *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
C Temporary Expiration Date
User Data
*User ID: 03131331 I Password: ohyeah19!
Empl ID: 03131331 Population Access
*First Name: Captain Middle Initial: =Last Name: Marvel
Job Title:
"Telephnne:\ Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
For this example, type 4041234567.
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
*Hequested Date: US/15/2071Y [y “ATUON: | ATT v
*Status: \ Draft v *Request Type:  Employee W ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data
*User ID: 03131331 | Password: ohyeah19!
Empl 1D: 03131331 Population Access
*First Name: |Caplain Middle Initial: *Last Name: Marvel
Job Title:
*Telephone:4041234567] x Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
“Name:
*Telephone:
. . v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

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

Action

23.

The email address is a required field. If the employee does not have an email address,
please enter the Supervisor's email address or a default email address of
dummyl@XXXX.ga.gov

Click in the Email Address field.

Email Address] |
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out

Team Works
“Requested Uate: U3/ 152019 [z ACUON | ATT v

*Status: \ Draft v *Request Type:  Employee W )

Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019

Submitted By:
Access Type

® permanent O Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID: 03131331

Initial Password: ohyeah19!

Population Access

*First Name: Caplain Middle Initial: *Last Name: Marvel

Job Title:

*Telephone: 404/123-4567 Fax Number:

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

Supervisor's Information
“Name:

*Telephone:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step

Action

24.

Notice the Telephone field automatically formats.

Page 18
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ “ACUON [ ATD -
*Status: [Draft ~ *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
QO Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl ID: 03131331 Population Access
*First Name: Captain Middle Initial: =Last Name: Marvel
Job Title:
*Telephone:404/123-4567 Fax Number:
Email Address:
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name:
*Telephone:
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
For this example, type captain.marvel@dbhdd.ga.gov.
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
*Hequested Date: US/15/2071Y [y “ATUON: | ATT v
*Status: \ Draft v *Request Type:  Employee W ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl 1D: 03131331 Population Access
*First Name: |Caplain Middle Initial: *Last Name: Marvel
Job Title:
*Telephone;404/123-4567 Fax Number:
Email Address: capiain.marvel@dbhdd.ga.gov x
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
“Name:
*Telephone:
. . v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

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

Action

26.

For this example, we want the employee to have access to only one department within
Business Unit 441 and not the entire company.

Click the Population Access link.
Population Access

Favorites + | MainMenu ~ > Agency Securily ~ > Manager Security Request

Home Worklist Add to Favorites Sign out
Team Works

“Requested Uate: (U&/15/2019 ||y RGO [AQT v

v “Request Type: | Employee v “

*Status: Draft

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betty Boop 478/999-9939 Entered on: 04/11/2019
Submitted By:
Access Type

Activity Roles

Help

User Data Business Unit: 44100 Dept Behavioral Hith& Dev Dish Request ID: NEXT Request Seq Num: 1
*User ID: |0

Empl ID: 0 Population Access Personalize | Find | £V | Q First ‘4 10f1 ‘&) Last
*First Name: |G Add Remove Department Description
Job Title: 11 Q " =
*Telephone: 4|
Email Address: oK Cancel

Business Ad

Address 1

Address Line 2:
City:
State: Q Postal Code:

Supervisor's Information
*Name:

*Telephone:

v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step

Action

217.

Click the Add option.
Add

O

Page 20
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Job Aid

Activity Roles

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

‘Request Seq Num:

1

Population Access Personalize | Find || E
Add Remove Department Description

i m L=

First (4 10f1 * Last

# =

Step Action
28. Click in the Department field.
Department

I

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

Look Up Depariment

SetD

SHARE

D [pegins with ||

Description| begins with ||

Company| begins with |

Location Set D begins wilh |

Location Code[begins with v

Manager ID | begins with v/||

Budget with D [begins with ~||

| LookUp || cClear || cancel |BasicLookup

Search Results

Only the first 300 results can be displayed.

View 100
Department Description

110000000 Agency XXXX
111000000 Ga Emergency OO0
1270000000 DHS - )300(
1270000000 Appling Co. X00CC
1270000000 Atkinson Co. X)C(
1270000000 Bacon Co. J0CC(
1270000000 Baker Co. XXGG(
1270000000 Baldwin Co. XXX
1270000000 Banks Co. 30X
1270000000 Barrow Co. XXXX
1270000000 Bartow Co. XXX
1270000000 Ben HIll Co. XXXX
1270000000 Berrien Co. 300X
1270000000 Bibb Co. X0
1270000000 Bleckley Co. XXX
1270000000 Brantiey Co. X)3((
1270000000 Brooks Co. XXXX
1270000000 Bryan Co XXX

First 4 13006300
Location Location

Company

1m
127

Set ID
(blank}
{blank}
(blank}
(blank)
(blank}
{blank}
{blank}
{blank}
(blank}
(blank}
(blank}
{blank}
(blank}
(blank)
{blank}
(blank)
(blank}
{blank}

Step

Action

29.

Click in the Department field.
Department|[begins with v[|

Look Up Department

Set ID

SHARE

D [begins with v]|

Description| begins with |

Company | begins with ]|

Location Set ID|begins with ||

Location Code begins with wv|

Manager ID[begins with v||

Budget with Ds [begins with v||

| LookUp || Clear || cCancel |BasicLookup

Search Results

Only the first 300 results can be displayed.

View 100
Department Description

110000000 Agency XXX
111000000 Ga Emergency X0
1270000000 DHS - XXXX
1270000000 Appling Co. XXX
1270000000 Atkinson Co, XXX
1270000000 Bacon Co. XXXX
1270000000 Baker Co. XXXX
1270000000 Baldwin Co. X0
1270000000 Banks Co. 30X
1270000000 Barrow Co. XXX
1270000000 Bartow Co. JG((
1270000000 Ben HIll Co. 300C(
1270000000 Berrien Co. 30X
1270000000 Bibb Co. XXXX
1270000000 Bleckiey Co. XX
1270000000 Brantley Co. X)X
1270000000 Brooks Co. XXKX
1270000000 Bryan Co 00X

Company

Al
127

SetID
{blank}
(blank)
(blank}
{blank}
{blank}
(blank}
(blank)
(blank}
(blank)
{blank}
(blank}
{blank}
(blank}
{blank}
(blank}
{blank}
(blank}
{blank}

First (4 1.a00ora00
Location Location

Code

Page 22
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Job Aid

Step

Action

30.

Enter the appropriate information into the Department field.

For this example, type 441.

Favorites + | MainMenu ~ > Agency Security ~ > Manager Security Request
Look Up Department orkiist | Add to Favorites
TeamWorks
Help N
“Requested ate: (U8 152019 |3y Set D SHARE
*Status: [Draft Depariment| begins with | 441 *
Reject Reason: Description
R Company| begins with | Q
Entered by: 00767676 Betty B Localion Set | begins wih | a
) Location Code[begins with /| Q
el Wanager 1D{Begns vih V] aQ
ccess Type Budget with D begins wilh v
Activity Roles
Look Up Clear Cancel | Basic Lookup Help
User Data Business Unit: 44100 | S€arch Results it Seq Num: 1
Only the first 300 results can be displayed.
*User ID: 0 - .
View 100 First ‘4 1a00c0r300 (P Last
. i 3
Empl ID: 0 Population Acces N R oo Location Location Manager 10f1 Last
*First Name: C Add Rem U°P " P setip  Cade 1D
T 14 []] 110000000 Agency XX0GC 111 (blank) (blank) (blank) =
111000000 Ga Emergency XXX m (blank} (blank) (blank)
*Telephone: 4§ 1270000000 DHS - XXXX 127 (blank} (blank) (blank)
Email Address: 0K \ Cancel 1270000000 Appling Co. 200G 127 (blank} (blank) (blank)
] - 1270000000 Atkinson Co. JJC3 127 (blank) (blank) (blank)
usiness 1270000000 Bacon Co. XXX 127 (blank) (blank) (blank)
P —, 1270000000 Baker Co. X000 127 (blank) (blank) (blank)
- 1270000000 Baldwin Co. 300G 127 (blank) (blank) (blank)
Address Line 2: 1270000000 Banks Co. 33X 127 (blank} (blank) (blank)
City: 1270000000 Barrow Co. XXXX 127 (blank) (blank) (blank)
. a 1270000000 Bartow Co. 30000 127 (blank) (blank) (blank)
: 1270000000 Ben Hill Co. XXX 127 (blank) (blank) (blank)
1270000000 Berrien Go. XXXX 127 (blank) (blank) (blank)
RS el 1270000000 Bibb Co. XX 127 (blank) (blank) (blank)
1270000000 Bleckley Co. 300X 127 (blank) (blank) (blank)
*Name: 1270000000 Brantley Co. XX 127 (blank) (blank) (blank}
1270000000 Brooks Co. JC0G( 127 (blank) (blank) (blank)
“Telephone:] 1270000000 Bryan Co (XX 127 (blank} (blank) (blank)

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Sign out

Step

Action

31.

Click the Look Up button.

Look Up

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

Look Up Department

SHARE

with v | 441

with v ]|

Company|begins with v ||

Localion Set ID[begins with ~||

Location Code [begins with v

Manager |D[begins with v ||

Budget with [begins with v ]|

| Lookup || Clear || Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed.

View 100
Department Description

4411111 Dept Behav HeX3GG(
4410000000 West Ceniral RIGXX
4410000000 Clinical Directio }0C0(
4410000000 Utilization RevidXCC(
4410000000 Volunteer SenviX(Go
4410000000 Volunteer SemviCCoC
4410000000 Clin Dir Qual AKX
4410000000 SW-CRIPA-CRCCO
4410000000 Pharmacy 3000
4410000000 GA Pines Coni:GO0(
4410000000 Rosehaven ICRGGH
4410000000 Dental Service-Xxxx
4410000000 Dental Service- 0K
4410000000 Dental Service-)000(
4410000000 X-Ray-ThomasxiG(
4410000000 Laboratory XXCGK
4410000000 Admissions & EXCCC
4410000000 Admissions - 2}

First

‘Company

441
441
441
441
441
441
441
441
441
441
441
441
441
441
441
441
441
441

@ 13000300
Location Location

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

Step

Action

32.

Click the Vertical scrollbar.

=

Page 24

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




Job Aid

Favorinv| Main Menu = >

Agency Security ~ >

Manager Security Request

Team Works

“Requested ate: U8/ 152019 |3y

*Status: | Draft

Reject Reason:

Source: Online

Entered by: 00767676 Be
Submitted By:
Access Type
Activity Roles
User Data Business Unit: 441
*UserID: [ ]
Empl ID: [ Population Ad
*First Name: E L=
Job Title: | | 1M
"Telephnneﬁ

Email Address: OK | Can

Business Ad

Address Line 1:
Address Line 2: |:
co:
swe:| @

Supervisor's Information

Name:
“Telephone :l

Look Up Department
4% IUUUUUIY DTl SEIVILE-DallILUAAAR
4410000000 X-Ray-ThomasvilleX00X(
4410000000 Laboratory 30X
4410000000 Admissions & Evaluation XG0
4410000000 Admissions - 23 hr beds XXGG0
4410000000 Admissions / 23 Hour ObsXixX
4410000000 Medical Records-Thomas X0
4410000000 Medical Records-Rosehavi0000
4410000000 Medical Records SDCXXX
4410000000 Speech & Language PathiCOOK
4410000000 Occupational Therapy X)CC(
4410000000 OCC. THERAPY FORENXXGC(
4410000000 Activity/Recreation/Music J300(
4410000000 Activity Therapy-C & AXGOX(
4410000000 Activity Therapy-RosehaviC00(
4410000000 SW-CRIPA-Recreational TX0X
4410000000 Physical Therapy-RosehaCooX
4410000000 Physical Therapy-SDCICOX
4410000000 Physical Therapy - CRIPAXGGX
4410000000 Sect V Spec Educ Grant DXXX
4410000000 SW-CRIPA-Educ Training X300
4410000000 Patient/Family Educ Servi)XO00(
4410000000 PatientFamily Educ Serivi00C(
4410000000 Patient Educ. & Trng -Ros}000(
4410000000 Pat Edu Trng-SDCXCX
4410000000 Administration }XXCGCC
4410000000 Physician Services J000X
4410000000 PBS Team XXX
4410000000 Mentors }XX
4410000000 Nursing Administration 3300
4410000000 Infection Conirol 30X
4410000000 Employee Vaccinations XXX
4410000000 Employee Health Service
4410000000 MERS/Seizure Control 300X
4410000000 Transportation JCOX
4410000000 Psychology Chief J000(
4410000000 Social Work Chief J0X
4410000000 Activity Therapy Director }CO0(

s
41
441
441
44
441

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

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

441

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

wianny
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

(wiann
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

fist |

Add to Favorites

1of1 ‘b Last

# =

bg Num: 1

Help

PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Sign out

Step

Action

33.

Notice the different departments of this particular business unit. For this example, our
employee only needs access to the Employee Health Service Department.

Click the Employee Health Service link.

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

Activity Roles

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

Population Access Personalize | Find | | B First (4 10f1 2 Last
Add Remove Department Description
1 O 14410000000 % | Employee Health Service El

Step Action

34. If more Population Access is needed later, click the Add a new row at row 1 button and
repeat this process.

Activity Roles

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

Population Access Personalize | Find | | B First (4 10f1 2 Last
Add Remove Description

Department
1 O 410000000 x | Employee Health Service El

Page 26 Date Created: 12/4/2019 9:47:00 AM




Job Aid

Step

Action

35.

Click the OK button.
OK

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
“Requested Uate: U3/ 152019 [z ACUON | ATT v
*Status: \ Draft v *Request Type:  Employes W )
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent © Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl 1D: 03131331 Population Access;
*First Name: Caplain Middle Iniial: *Last Name: Marvel
Job Title:
*Telephone:404/123-4567 Fax Number:
Email Address: capiain.marvel@dbhdd.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
“Name:
*Telephone:
. . v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Step

Action

36.

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

Click in the Name field.

*Name:l

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

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ “ACUON [ ATD -
*Status: [Draft ~ *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
Permanent C Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl ID: 03131331 Population Access
*First Name: Captain Middle Initial: =Last Name: Marvel
Job Title:
*Telephone:404/123-4567 Fax Number:
Email Address: captain.marvel@dbhdd.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |
*Telephone:
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
For this example, type Nick Furry.
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
*Hequested Date: US/15/2071Y [y “ATUON: | ATT v
*Status: \ Draft v *Request Type:  Employee W ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betly Boop 472/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl 1D: 03131331 Population Access
*First Name: |Caplain idle Initial: *Last Name: Marvel
Job Title:
*Telephone;404/123-4567 Fax Number:
Email Address: captain marvel@dbhdd ga gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Nick Furry x
*Telephone:
. . v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Page 28
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Job Aid

Step

Action

38.

Click in the Telephone field.

“Tetephone

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

Home Worklist Add 1o Favoriles
Team Works
“Requested Date: [U3/15/2019 [

ACUON | ATD v
v *Request Type:  Employee W

*Status: Draft

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betly Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data

*User ID: 03131331
Empl ID: 03131331

Initial Password: ohyeah19!

Population Access

*First Name: Caplain Middle Initial: *Last Name: Marvel

Job Title:
“Telephone:404/123-4567 Fax Number:
Email Address: captain marvel@dbhdd ga gov

Business Address

Address Line 1:
Address Line 2:
City:

State: Q Postal Code:

Supervisor's Information
*Name: |Nick Furry

*Telephune:|

PeopleScft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any

Sign out

Step

Action

39.

Enter the appropriate information into the Telephone field.

For this example, type 6781234567.

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

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
“Requested Date: [U4/15/2019 [ “ACUON [ ATD -
*Status: [Draft ~ *Request Type: [Employee v ~
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
Permanent O Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: ohyeah19!
Empl ID: 03131331 Population Access
*First Name: Captain Middle Initial: =Last Name: Marvel
Job Title:
*Telephone:404/123-4567 Fax Number:
Email Address: captain.marvel@dbhdd.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Nick Furry
“Telephone:6781234567|
v
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data ~
*User ID: 03131331 Initial Password: ohyeah19!
Empl ID: 03131331 Population Access
*First Name: |Caplain Middle Iniial: *Last Name: Marvel
Job Title:
*Telephone:404/123-4567 Fax Number:
Email Address: capiain.marvel@dbhdd.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Nick Furry
“Telephone; 6781234567
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
it Save 4 Add ] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v

Page 30
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Job Aid

Step

Action

41.

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

Click the Save button.

1| Save
Favoriles + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
*Requested Date: [P4/1522019 |[Hl *Action:
~
*Status: \ Draft v *Request Type: |[Employee W
Reject Reason:
Source: Online Support Number:
Entered by: 00767676 Betty Boop 472/999-9999 Entered on: 04/11/2019
Submitted By:
Access Type
® permanent O Temporary Expiration Date
User Data
*User ID: 03131331 Initial Password: WKVasqxTZO3EVTMS5dd3Q==
Empl 1D: 03131331 Population Access
*First Name: Captain Middle Initial: *Last Name: Marvel
Job Title:
*Telephone: 404/123-4567 Fax Number:
Email Address: capiain.marvel@dbhdd.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Mick Furry
*“Telephone:678/123-4567
v
P I ft HCM and Portal User 1D are limited to the emplovee 10 for every State of Georaia I If there are any

Step

Action

42.

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

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 | i o
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestID: 0000000605 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: 04/15/2019 *Action:
I"Slatus:\Dlaﬂ v\l *Request Type: [Employee v

Reject Reason:

Source: Online Support Number:

Entered by: 00767676 Betty Boop 478/999-9999 Entered on: 04/11/2019
Submitted By:

Access Type

@ permanent O Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID: 03131331

Initial Password: WkiVasg:TZO3EVTMS5dd3Q==

Population Access

*First Name: Captain Middle Initial: *Last Name: Marvel

Job Title:
“Telephone:404/123-4567 Fax Number:
Email Address: captain marvel@dbhdd ga gov

Business Address

Address Line 1:

Step Action

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

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

Notice that the Initial Password has now been encrypted.
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Home
Team Works

Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestD: 0000000605 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: 04/15/2019
*Status: [Draft v

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

Reject Reason:
Source: Online Support Number:
Entered by: 00767676

Submitted By:

Betly Boop 478/999-9999 Entered on: 04/11/2019

Access Type

Permanent O Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID: 03131331

Initial Password: WkiVasg:TZO3EVTMS5dd3Q==

Population Access

*First Name: Captain *Last Name: Marvel

idle Initial:

Job Title:
“Telephone:404/123-4567 Fax Number:
Email Address: caplain.marvel@dbhdd ga.gov

Business Address

Address Line 1:

1

Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o

Step

Action

44,

Now let's look at the other tabs.

Click the Comments tab.

Comments

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
Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1
Comments are sorted in descending date order. The sort allows the most recent comment to be shown first.
| Add Comments
Comments Find | View All First ‘4 1of1 ‘» Last
EHE
Last Upd DiTm:
Last upd User:
Comment:
|5 save 4+ Add || »| Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History

Step Action

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

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
New Window | Help | Personalize Page | &
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb Request ID: 0000000605 Request Seq Num: 1
Comments are sorted in descending date order. The sort allows the most recent comment to be shown first.
Add Comments
Comments Find | View All First ‘4’ 1of1 ‘» Last
#H[=
Last Upd DiTm:
Last upd User:
Comment:
[ save [ % Add | 2| Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History

Page 34 Date Created: 12/4/2019 9:47:00 AM




Job Aid

Step

Action

46.

Click the Activity Security tab.
Activity Security

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

Home
Team Works

Security Request Comments Activity Security Security Approval Siatus History

Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1

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

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

| Expand Al | | Collapse All

Check all that are applicable.

Benefits

Human Resources
Payroll

PeopleSoft Query
Taleo

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

Expand All Collapse All

11| save 4 Add || | Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History

Worklist Add to Favorites. Sign out

Mew Window | Help | Personalize Page | [

Step

Action

47.

This page shows security privileges broken out by module.

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

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

Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1

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

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

i 'Expand All Collapse All

Check all that are applicable.

Benefits

Human Resources
Payroll

PeopleSoft Query
Taleo

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

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

Expand All Collapse All
11| save 4 Add || | Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History

Step

Action

48.

To review each module, click Expand All button or click arrows to expand one module at
a time.

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

Home Worklist Add to Favorites. Sign out
Team Works

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

Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1

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

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

Expand All Collapse All

Check all that are applicable.

Benefits

Human Resources
Payroll

PeopleSoft Query
Taleo

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

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

Expand All Collapse All
11| save 4 Add || | Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History
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Step

Action

49.

For review purposes, expand the Payroll section.

Click the Payroll arrow.

I:l Payroll

Favorites + MainMenu ~ > Agency Security v > Manager Security Request
Home
Team Works
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb Request ID: 0000000605 Request Seq Num: 1

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

Expand All Collapse All

Check all that are applicable.

Benefits

Human Resources

iPayroll
Activities Personalize | Find | 12 | Q First ‘4' 1-40f4 ‘) Last
Add Remove| Description
10 W Basic Payroll (select all of individual activities below)
20 [~} Bank Recon Comection
30 ] Print Time Sheet
40 %3] View PY Data

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

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

Expand All Collapse All

[Flsave | [P Retum to Search 4 Add

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

New Window | Help | Personalize Page | & P

Step

Action

50.

If you want to Add or Remove any Activities, click in the appropriate checkboxes.
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request

Team Works

Home Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Siatus History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below

Expand Al Gollapse Al

Check all that are applicable.

Benefits

Human Resources

Payroll
Activities Personalize | Find | @| [= First ‘4’ 1-40f4 '} Last
Add Remove  Description
100 ¥} Basic Payroll (select all or individual aclivities below)
20 ] Bank Recon Correction
3 ¥} Print Time Sheet
4 % View PY Data

PeopleSoft Query
Taleo

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

below
Expand All Collapse All

[§/Save | [Sh Retum to Search [ Add

Security Request | Comments | Activity Security | Security Approval | Status History M
Step Action
51. Click the Add option for View PY Data.
v View PY Data
Favorites ~ Main Menu - > Agency Security = > Manager Security Request
Home Worklist Add to Favorites. Sign out
TeamWorks

New Window | Help | Personalize Page | i2 ~
Security Request Comments Activity Security Security Approval Siatus History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below

Expand All Collapse All

Check all that are applicable.

Benefits

Human Resources

Payroll
Activities Personalize | Find | @| [= First ‘4’ 1-40f4 '} Last
Add Remove  Description
10 [~} Basic Payroll (select all or individual aclivities below)
20 ] Bank Recon Correction
30 [~} Print Time Sheet
4 Wt O View PY Data

PeopleSoft Query
Taleo

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

below
Expand All Collapse All
[§/Save | [Sh Retum to Search L% Add

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

Action

52.

Click the Save button.

=_||
'l Save
Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o

Security Request Comments Activity Security Security Approval Siatus History

Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1

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

| Expand Al | | Collapse All

Check all that are applicable.

Benefits

Human Resources

Payroll
Activities Personalize | Find | @| [= First ‘4’ 1-40f4 '} Last
Add Remove  Description
100 ¥} Basic Payroll (select all or individual aclivities below)
20 ] Bank Recon Correction
3 ¥} Print Time Sheet
4 O View PY Dala

PeopleSoft Query
Taleo

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

Expand Al Gollapse Al

[§]Save ||[Gh Return to Search + Add

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

Step

Action

53.

Click the Security Approval tab.

Secunty Approval
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Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home
Team Works
Security Request Comments Activity Security Security Approval Status Hislory

Business Unit: 44100  Dept Behavioral Hith& Dev Disb

RequestD: 0000000605

Request Seq Num:

User Data
UseriD: 03131331 Password: ohyeah19!
First Name: Captain Middle Initial: Last Name: Marvel
Telephone: 404/123-4567 Fax Number:
Email Address: captain.marvel@dbhdd.ga.gov
Sort By Module
Approval List Find First ‘4" 10f1 ‘& Last
Module: Sequence Number: 999
Description:
Approver: PSSEGADM Approved Rejected
Comments:

[F Save

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

1

[+ Add || 5] Update/Display

Worklist Add to Favorites. Sign out

Mew Window | Help | Personalize Page | [

Step

Action

o4.

This page keeps a record of approvals with this particular request.

Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home
Team Works
Security Request Comments Activity Security Security Approval Status History
Business U 44100  Dept Behavioral Hith& Dev Disb Request ID: 0000000605 Request Seq Num:
User Data
UserID: 03131331 Password: ohyeah19!
First Name: Captain Middle Initial: Last Name: Marvel
Telephone: 404/123-4567 Fax Number:
Email Address: captain marvel@dbhdd ga.gov
Sort By Approver Id Sort By Module
Approval List Find First 4’ 1of1 '} Last
Module: Sequence Number: 999
Descript
Approver: PSSECADM Approved Rejected
Comments:
[5] Save % Add || 3| Update/Display

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

Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | &
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Step Action

55. Click the Status History tab.
Status History

Favorites ~ Main Menu ~ > Agency Security = > Manager Security Request
Home
Team Works
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num:
Status History Personalize | Find | | i First ‘4" 1of1 ‘M Last
Last Update Date/Time Status Updated By
104111119 2:44.16FM Draft 00767676
[5] Save [ Add || 5] Updaie/Display

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

Worklist Add to Favorites. Sign out

Mew Window | Help | Personalize Page | [

1

Step Action

56. This page keeps a status history of the request.
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Security Request | Comments | Activity Security | Security Approval | Siatus History

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
Mew Window | Help | Personalize Page | [
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100  Dept Behavioral Hith& Dev Disb RequestID: 0000000605  Request Seq Num: 1
Status History Personalize | Find | | [ First ‘4" 1of1 ‘M Last
Last Update Date/Time Status Updated By
1.04/11119 2:44.16FM Drait 00767676
[l save [ % Add | 5| Update/Display

Step Action

57. Click the Security Request tab.

Security Request

computerfinformation laws.
Security Request

*Requested Date: 04/15/2019
*Status: Draft

“Action: ;g
v *Request Type: | Employee Vv

Reject Reason:
Source: Online

Entered by: 00767676
Submitted By:

Betly Boop 478/999-9999

Access Type

Permanent O Temporary

User Data

*User ID: 03131331
Empl ID: 03131331
*First Name: Captain

idle Initial: *Last Name: Marvel

Job Title:
“Telephone:404/123-4567 Fax Number:
Email Address: caplain.marvel@dbhdd ga.gov

Business Address

Address Line 1:

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status History
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestD: 0000000605 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

Support Number:
Entered on: 04/11/2019

Expiration Date

Initial Password: WkiVasg:TZO3EVTMS5dd3Q==

Population Access
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Step Action

58. When the addition request is completed by the manager, the manager will change the

Status field from Draft to Manager Submitted.

Click the Status dropdown.
*Status: | Draft M|

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

Home Worklist Add to Favorites Sign out
Team Works

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

Business Unit: 44100 Dept Behavioral Hith& Dev Disb Request ID: 0000000605 Request Seq Num: 1
Electronic signature of Security Officer and Supervisor acknowledges li . receipt for 1D, pi d and an

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

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

Security Request

*Requested Date: 04/15/2019 |[#]

“Action:

*status: {3l “Request Type: [Employee v
R Manager Submitted
Reject Reason: |Rejected

Source: Online Support Number:

Entered by: 00767676 Betty Boop 478/999-9999
Submitted By:

Entered on: 04/11/2019
Access Type

® permanent O Temporary Expiration Date

User Data

=User ID: 03131331
Empl ID: 03131331

Initial Password: WKIVasgrTZO3EVTMS5dd3Q==

Population Access

*First Name: |Captain Middle Initial: *Last Name: Marvel
Job Title:

*Telephone: 404/123-4567 Fax Number:

Email Address: capiain.marvel@dbhdd.ga.gov

Business Address

Address Line 1:

Step Action

59. Click the Manager Submitted list item.
Draft

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

understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16
of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all other applicable
computerfinformation laws.

Security Request

*Requested Date: 04/15/2019

*Status: [N ENENERINI ] hd

Reject Reason:

“Action:
*Request Type: | Employee Vv
Source: Online Support Number:
Entered by: 00767676
Submitted By:

Betly Boop 478/999-9999 Entered on: 04/11/2019

Access Type

Permanent O Temporary Expiration Date

User Data

*User ID: 03131331
Empl ID: 03131331

Initial Password: WkiVasg:TZO3EVTMS5dd3Q==

Population Access

*First Name: Captain *Last Name: Marvel

idle Initial:

Job Title:
“Telephone:404/123-4567 Fax Number:
Email Address: caplain.marvel@dbhdd ga.gov

Business Address

Address Line 1:

Favorites ~ Main Menu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites. Sign out
Team Works
New Window | Help | Personalize Page | i o
Security Request Comments Activity Security Security Approval Status Hislory
Business Unit: 44100 Dept Behavioral Hith& Dev Disb RequestD: 0000000605 Request Seq Num: 1

v
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data ~
*UserID: 03131331 Initial Password: WkiVasgeTZO3EvTMS5dd3Q==
Empl ID: 03131331 Population Access
*First Name: |Caplain Middle Iniial: *Last Name: Marvel
Job Title:
*Telephone:404/123-4567 Fax Number:
Email Address: captain marvel@dbhdd ga gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Q Postal Code:
Supervisor's Information
*Name: |Nick Furry
*Telephone; 678/123-4567
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAQ must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
it Save | 4 Add ] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v
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11| Save
Favorites + MainMenu ~ > Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data ~
UserlD: 03131331 Initial Password: wkiVasqTZO3EVTMS5dd3Q==
Empl ID: 03131331 iPopulation Access;
First Name: Captain Middle Initial: Last Name: Marvel
Job Title:
Telephone: 404/123-4567 Fax Number:
Email Address: captain marvel@dbhdd ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Postal Code:
Supervisor's Information
Name: Nick Furry
Telephone: 678/123-4567
PeopleSoft HCM and Portal User ID are limited to the employee ID for every State of Georgia employee. If there are any
exceptions to this rule, SAO must be contacted to approve and process the exception. Non State of Georgia employee
access is granted on an exception basis and the User ID is assigned by the State Accounting Office security team and
provided to the agency PeopleSoft Security Officer at completion of the security application. Applications that are an
exception must contain the alpha name of the individual in the User ID column up to 20 characters. If the PeopleSoft User
ID is a duplicate or invalid, the security Administrator will assign the ID and notify your Agency PeopleSoft Security Officer
of the change
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
It Save + Add ] Update/Display
Security Request | Comments | Activity Security | Security Approval | Status History v

Step

Action

62.

An email will now be sent to the Agency Security Officer to inform them that they have a
Security Request. The Agency Security Officer will need to review and approve before it

is sent to SAO Security to process.
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Favoriles ~ Main Menu - » Agency Security ~ > Manager Security Request
Home Worklist Add to Favorites Sign out
Team Works
User Data
~
UserID: 03131331 Initial Password: wktVasqxTZO3EVTMS5dd3Q==
Empl ID: 03131331 Population Access
First Name: Captain Middle Initial: Last Name: Marvel
Job Title:
Telephone: 404/123-4567 Fax Number:
Email Address: captain.marvel@dbhdd.ga.gov
Business Address
Address Line 1:
Address Line 2:
City:
State: Postal Code:
Supervisor's Information
Name: Nick Furry
Telephone: §78/123-4567
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 ID and notify your Agency PeopleSoft Security Officer
of the change.
The initial password will be encrypted after saving. The password will be decrypted for security administrators only
il save |4 Add #] Update/Display
Security Request | Comments | Activity Security | Security Approval | Siatus History v

Step Action

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

Page 46 Date Created: 12/4/2019 9:47:00 AM




