Job Aid
TeamWorks on A

Instructions to Setup Security Questions for Financials

To begin > Navigate to the General Profile Information page.

Step Action

1. Log into Financials System, type
[UserID and Password]

Financial Systems

Team Works FSCM

FSCMSPP

2. Click [Sign In]

Financial Systems

Team Works FSCM
FSCMSPP
UserID

Your UserlD

Password

M Enable Accessibility Mode

Reset / Forgot your password?

3. Click the [NavBar] icon

Team Works
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Step

Action

4. Click the [Navigator] icon

5. Click the [My System Profile] link

Note: You may have to use your scrollbar to locate the appropriate
link.

NavBar: Navigator -]
A
E Tree Manage:
Navigaor
Reporting Tools. »
PeopleTools N
RocontPices
Fund Source Distribution
Avprovals Labor Distribution »
*
My Favorites.
Change My Password
My Preferences.
I My System Profile I
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Step Action

6.Click on the [Change or set-up
forgotten password help] link

General Profile Information
Your Name Appears Here
Password

Change password

ICnange or set up forgotten password help I

Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and [ English
email is
Currency Code Q

Default Mobile Page
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Step Action

7. Click on the [drop-down arrow] in the
[Hint 1] section to select a security
question and type a response.

Change or set up forgotten password help x

Help
You must populate all 3 questions and responses
Your responses will be stored in upper case

The questions and respenses will be used to authenticate you, if you forget your
password

I Hint 1 I

Question

Select from the list of questions.

Response

Hint 2

Question hd

Select from the list of questions.

Response

Hint 3

Question | v

Select from the list of questions.

Response

OK Cancel

You must popuiate al 3 guastions and responaes

Your responnes wil be viored in upger (A

Tha QUestons and responses wil De used 20 sthenbate you If pou fonget your
pasvword

Miot

Gueaon
Hewgminine
Hine 2

e stion

Heaginve

Question v

Heagonse

" Cavcn
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Step

Action

8. Repeat [Step 7] to select a question and
type a response for [Hint 2] and [Hint 3].

Change or set up forgotten password help

Help
¥ou must populate all 3 questions and responses.
Your responses will be stored in upper case
The questions and responses will be used to authenticate you, if you forget your
password.

Hint 1

Question | hd
Sesect rom ihe list of questions.

Response

Hint 2

Question v

Sedect from the list of questions.

Response

Hint 3

Question hd
Select from the list of quesstions.

Response

OK Cancel

Change or set up forgotten password help =
Help

You must populate all 3 questions and responses

Your respenses will be stered in upper case.

The questions and responses will be used to authenticate you, if you forget your
password

Hint 1

Question hd

Select from the list of questions.

Response

Hint 2

Question hd

Select from the list of quessions.

Response

Hint 3

<

Question

Select from the list of questions.
Response

OK Cancel
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Step Action
9. Click [OK]
Change or set up forgotten password help
Help
You must populate all 3 questions and responses
Your responses will be stored in upper case
The guestions and responses will be used to authenticate you, if you forget your
password
Hint 1
Question | hd
Select from the list of questions.
Response
Hint 2
Question | el
Select from the list of questions
Response
Hint 3
Question | v
Select from the list of questions
Response x
OK Cancel
10. End of Procedure Users have the option to update their security questions and responses
at any time.
Note: The next time a user login and don’t remember their password,
the user can reset their password by answering their selected security
questions.
Click on the “Reset/Forgot your password?” link on the Financials
System login page.
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