s@ Job Aid

Submitting an Agency Contact Form

Q

Search

STATE ACCOUNTING OFFICE

™ Statewide ™ Shared ~ Policies and
Reporting Services Procedures

* Tralning & Internal ~ Career

V' Tran
[ Calendars Controls Opportunities

~ TeamWorks

A Trusted Provider of Enterprise Solutions

Shared Services TeamWorks Statewide Reporting
Shared Services provides timely, TeamWorks is the Financials and Human Statewide Reporting produces
accurate transactional processing and Capital Management enterprise Georgia's financial reports and
excellent customer service. application. advises state organizations.
TeamWorks Travel & Expense HCM Payroll Accounting Policy Manual

State Travel Policy ‘ustomer Service Cente Reporting _Structure

Payroll Shared Services -ale s Internal Controls

TTE Training Financials Year-End Forms

Vendor Payment Management TeamWorks Training State of Georgia Financial Reports

Step Action

1. Starting from the Georgia State Accounting Office Home Page.

(o}

Search

STATE ACCOUNTING OFFICE

* Statewide  Shared  Policies and - « Intarnal ™ Caressr
Reporting Services Proceduras ars Controls Opportunities

Step Action

2. Begin by navigating to the TeamWorks Financials page.

Click the TeamWorks link.
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Vv Statewide
Reporting

Vv TeamWorks

Communications

Customer Service Center

Financials

Human Capital Management

Security

Step Action

3. Click the Financials link.

Financials

TeamWorks Financials modules address the State’s financial records; everything
from Asset Management and Accounts Receivable to Purchasing and Vendor
Payment.

News and Information

* Year-End Information

* Financial Masking

TeamWorks Financials Agency Contact Form

Please use rthTWFinancfaIs Agency Contact Form Ia submit your organization’s
Financials Primary and Secondary contacts.

Step Action

4, Click the TW Financials Agency Contact Form link.
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@ ®  TW Financials Agency Customer
i

Contacts

* Required

1. Requestor’s First Name *

Enter your answer

2.Reguestor's Last Name *

Enter your answer

3.Reguestor's Email Address *

Enter your answer

4. Agency Mame *

Select your answer o

5.Type of Contact *
Please note -
Please select "New" for adding a New Primary / Secondary Contact
Please select “Update” for updating an existing user. This is not wsed to reploce an existing user
{To replace an existing user please first submit o Remove reguest. then a New Request)
Please select "Remove” for deleting a user from the contoct fist.

) New
() Update

() Remove

= ]

Mever give aut your password. Report abuse

This content is created by the cwner of the form. The data you submit will be sent to the form owner. Micrasoft i not resparsible far the
peivacy ar security peactices of its customers, including those of this form awner. Never give aut your password.

Powered by Micrasoft Forms |

Thee cwmer of this farm has niot provided a privacy statement as to how they will use your responss data. Do not provde persanal o sensitive
information.

| Terms of use

Step

Action

Note: All required field are denoted with a red asterisk.

Enter the following information:

Requestor First Name
Requestor Last name
Requestors Email Address
Agency Name

Type of Contact
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? : TW Financials Agency Customer
®=ad  Contacts

* Raguired
1. Requestor's First Name *

2 Requestor's Last Name ®

L Requestors Empll Address *

youremail.ga.gov

4 Agengy Mame *

AT Sepsh Rosagning Oy

5. Type of Contet *
Pl noce
Plgid polics
Glane sefecT “Lingiar FESIOCE 3N SN LSEY

T repace S t & Bemnowr reguest Shen & New Begust

Pisgsr splacy “Rempwr” for dieitzing 2 usir rom the come ke

;!: Hw

== B
L |
b - -

Thas camaesy = i (i By Ol mter ol 1P Fde, Thet S0 i Gebe il b b Ta M e ey B ool o mer srgaasddu i ma
oy o ey praettm of by oadorren, P balng, Tour of e dorm oo v g ol o prmetrd

Prsierrd by Msmpf Firtes |

Ther cowner o this Fre hun mce prowiciest o prsecy 1hsrmeest a1 e Sow oy el e your srpores deks. Do oot o prrional or ume
sbcaTatan

| Yt e nke

Step

Action

Click the Next button.
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TW Financials Agency Custorner Contacts

* Required

Mew Primary / Secondary Contact

Type of Contact to Add

6. Mew Primary or Secondary Contact *
() Primary

':::' Secondary

Back

Never give qut yaur password. Report abuse

This cantent is created by the cwner of the form. The data you submit will be sent to the form owner. Micresoft i not respansible far the
privacy ar security practices of its customers, including these of this form awner, Meve give aut your password.

Powesed by Micrascit Foems |

The cwner of this farm has not provided a privacy statement as o how they will use your response data. Do nat pravide persanal or sensitve
nfarmatian.
| Tesms of ue

Step

Action

Select

Select:

the appropriate New Primary/Secondary Contact.

Primary or
Secondary

-
iy | TW Financials Agency Customer Contacts

* Required

New Primary / Secondary Contact
Type of Contact to Add

6. New Primary or Secondary Contact *

':' Secondary

Beever give cut yaur password. Repoet abuse

This cantent is created by the awner of the form. The data you submit will be sent to the form awner. Micrasaft is not respansible far the
privacy ar security practices of it customers, including these of this form awner. Mever give out your password.

Powered by Micrascdt Forms |

The corear of this farm has not provided a privacy statemant as to how they will use your responss data Do nat provide persanal ar sensitie
infarmation.
| Terms of uze
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Step Action

8. Click the Next link.

L
8 j TW Financials Agency Customer Contacts

* Required
MNew Primary Contact - Modules
Add Primary Modules
7.Mew Primary Contact Modules *
[ am
[ &
O &
Oe
[ em
[
O e

O
&

ek “

Mever give aut your password. Report abuse

This carbent is created by the cwner of the form. The data you submit will be sent t= the form owner, Microssét & not resparsible far the
privacy or security peactices of its customers, including those of this farm awner. Never give out yaus gassword.

Powered by Microsoft Forms |

The cowmeer of this form has not provided a privacy statement as ta how they will use your response data. Do not provide persanal or sensitie
information.

| Tesmns of use

Step Action

9. Note: This information is based on if the user is being entered as a Primary or
Secondary contact.

Select the appropriate Contact Module(s) fields.
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& @
e ‘: TW Financials Agency Customer Contacts

* Required

New Primary Contact - Modules

Add Primary Modules

7. Mew Primary Contact Modules *

O am
A
[ a&
O e
[ am
O xx
(L
Jere
O w
g 109

Back

Mever give qut your password. Report a

This cantent is created by the awner of the form. The data you submit will be sent z the form owner, Microsaft is not resgansible far the
privacy r security practices of s customers, including those of this form awner. Never give aut yaur password,

Powered by Micrasoit Forms |

The cwner of this form has not provided a privacy statement as to how they will use your respanse data. Do net provide persanal ar sensitive

infarmatian.
| Tesms of u=e

Step

Action

10.

Click in the Next field.
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®
- ’: TW Financials Agency Customer Contacts

* Required

New Primary Contact Details

8. Mew Primary Contact - First Name *

Enter your answer

9. New Primary Contact - Last Mame *

Enter your answer

10. Mew Primary Contact - Phone Mumber *

Enter your answer

11. Mew Primary Contact - Email Address *

Enter your answer

12. Mew Primary Contact - Title / Role *

Enter your answer

Beck

Never give out your password. Report abuse

This content is ereated by the awner of the form. The data you submit will be semt to the form owner. Micrasoft is not resparsible for the
privacy ar security practices of its customers, including those of this form awner. Never give aut your password.

Poweresd by Micrascdt Forms |

The awner of this farm has not provided a privacy statement as ta how they will use your respanse data. Do not previde persanal or senitie
information.
| Tesms of use

Step Action

11. Note: This information is based on if the user is being entered as a Primary or
Secondary contact.

Enter the Contact Details. Complete the required fields:

New Primary - Contact First Name
New Primary - Contact Last Name
New Primary — Phone Number
New Primary — Email Address
New Primary Contact — Title/Role
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-
e ’_' TW Financials Agency Customer Contacts

* Required

New Primary Contact Details

8. MNew Primary Contact - First Name *

| Testing 1

9. New Primary Contact - Last Name *

| Testing 2

10. Mew Primary Contact - Phone Number *

G78-897-3566

11. Mew Primary Contact - Email Address *

twiraining@sao.ga.gov

12. Mew Primary Contact - Title / Role *

M anager‘l

Beck “

Mever give aut your password. Repaort abuse

This content is creater by the awner of the form. The data you submit will be sent to the farm owner. Micrasaft i not respareible far the
peivacy or security peactices of its customers, including those of this form awner. Neves give aut your password.

Powered by Micrasoft Forms |

The cwner of this farm has not provided a privecy statement as to how they will use your response data. Do not provide persanal or sensite
infarmation.

| Terms of use

Step Action

12. Click the Next button.

Page 9




Job Aid

*® @
e ‘: TW Financials Agency Customer Contacts

* Required

Add New Secondary Contact

13.Would you like to Add a Secondary Contact *
D) Yes

() Neo

Fack

Never give: aut your password. Report abuse

This content is created by the owner of the form. The data you submit will e semt to the form owner. Microsoft i not respansible for the
privacy ar ssourity practices of its customers, including those of this form awner, Never give aut your gassword.

Prwered by Micrascét Foems |

The owner of this form has not provided a privacy statement as ta how they will use your response data Do not provide persanal or sensitie
informatian.

| Terms of use

Step Action

13. Select the appropriate response if a secondary contact is being added.
Select:
e Yesor

e No

TW Financials Agency Customer Contacts

* Required

Add New Secondary Contact

13. Would you like to Add a Secondary Contact *

() Yes

Back

Mever give aut your password. Report abuse

This cantent is created by the owner of the forme The data you submit will ke sent to the form owner. Microsodt & not respansible far the
privacy of seourity practices of its customer s, including those of this form owner. Mever give out your password.

Powered by Microsoft Forms |

The= cvwmier of this form has niot provided a privacy statement as to how they will use your response data. Do not provide persanal ar sensitive
information.

| Terms of use
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Step Action

14. Note: If the user selects “Yes”, the secondary’s contact is also required to be entered.

Click the Submit button.

@ o
R_ﬁ TW Financials Agency Customer Contacts

@ Thanks!

Your response was submitted.

Submit another response

Crearte iy owm farm

Powered by Microsoft Forms |

The gwmer of this form has not provided a privacy statement as to how they will use your response data. Do not provide persanal or sensitie
information.

| Terms of use

Step Action

15. Congratulations! You have completed submitting a new agency customer contact.
End of Procedure.
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