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User Guide for HCM Production Application Link

Denoting Screen Differences between HCM Portal and Non-Portal Link

Introduction

Although the HCM Portal sign-in page works normally for some users, for others, there are several issues
with their login through the HCM Portal. These issues include such things as: inability to login, inability
to view screens or PDF files within screens (such as paycheck), or the system either requiring password
changes weekly or logging the user out involuntarily. While SAO works with PeopleSoft and
Infrastructure vendors to understand and resolve these issues, SAO has provided the following two URL
links to enable the users with this issue to log into HCM production and query database without having
to login through the HCM Portal:

e HCM Query Database URL: https://route88qry.state.ga.us
e HCM Production Application URL: https://route88.state.ga.us

However, for the users that have no issues with the HCM Portal—the HCM Portal will remain active and
ready to be logged into through the same link users have been using, which is:

e HCM Portal URL: https://team.state.ga.us/psp/saopa/EMPLOYEE/EMPL/h/?tab=PAPP GUEST

This document is to guide those users using the HCM Production and Query Database URLs concerning
screen/ path differences. These differences include:

= HCM Sign-In Page Differences
= HCM Main Menu Page Differences
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HCM Sign-In Page

The HCM Portal home screen provides the user the ability to sign-in to all HCM modules, read
communications from SAO regarding PeopleSoft under News and Announcements, and provides
shortcut links to Team Georgia, FLEX-GABREEZE, Contact Us, Getting Started, FAQs, and Feedback.

(& welcome to Teamorks | |

WELCOME TO TEAMVY_OBKS
User ID; |

Password:

Forgot Password?

IMPORTANT NOTICE

is a State of Georgia application. Itis provided to conduct
State business and must be used appropriately. All
individuals using this application must follow the appropriate Whether you're researching your benefits options. reviewing your pay statement. updating your persanal information. looking to leam a new
use policy and procedures defined by thei ividual Agencies skill, or are interested in improving your personal well-being, TeamWorks is here to help. This Web site provides employees. managers and
or as defined by Georgia Technology Authority’s appropriate supenisors. and job seekers the information you need about human resources programs and services in Georgia State Government.

use policy. All information in the system belongs to the State of

Georgia and may be read or monitored by authorized persons.

NEWS AND ANNOUNCEMENTS

By logging into this application, you agree to abide by all X HCM Application or HCM Query Database Access Issue Status
established Enterprise, State and Federal policies governing
the appropriate use of State of Georgia resources. HCM Application or HCM Query Datahase Access |ssue Status

% Quarterly Payroll Processing Calendar Update

Fourth Quarter FeopleSoft Payroll Precessing Calendar Update
My HELP P i 9 R
Contact Us Featured

Getting Started
Site FAQs
FEEDBACK

Tell us what vou think of TeamWorks

A ibility | Centact Us | Brivac

5 v ) v ) dm v Page v Safety - Toos < @
B
5 TEAM GEORGIA

(. CONNECTION

Georgia TEAM GEORGIA  SHYA TN LT GABRE
My Employee Self Servi TeamWorks Homepage

Personalize Content Lavout Friday, November 4, 2011 827 AM Welcome  GUEST- Account Do Not Delete
STATE EMPLOYEE SELF SERVICE LOG IN

The HCM Portal home screen will denote a temporary alert to users of the HCM production and query

database URLs to use if the Portal is not working—as well as any updates on the status of when the

Portal will be working again for all users. Updates will be posted to the News and Announcements
section of the Portal home screen.

(& welcome to TeamWarks | |

5 - © [ @ v Pager Sefetyv Tooks~+ @hr
> =
= TEAM GEORGIA
CONNECTION
Georgia TEAM GEORGIA  EEVAT VUL TS FLEX-GABREEZE

My Employee Self Service TeamWorks Homepage:
Personalize Content Lavout Friday, November 4, 2011 827 AM
STATE EMPLOYEE SELF SERVICE LOG IN
User ID: ”7
Password: ’7

Forgot Password?

‘Welcome GUEST - Account Do Not D«

Sign out
WELCOME TO TEAMV!QBKS

IMPORTANT NOTICE

This is a State of Georgia application. It is provided to conduct
State business and must be used appropriately. All
individuals using this application must follow the appropriate Whether you're researching your benefits options. reviewing your pay statement, updating your personal information, looking to leamn a new
use policy and procedures defined by their individual Agencies skill. or are interested in improving your personal well-being. TeamWorks is here to help. This Web site provides employees, managers and
or as defined by Georgia Technology Authority’s appropriate supenisors, and job seekers the information you need about human resources programs and services in Georgia State Government

use policy. All information in the system belongs to the State of

Georgia and may be read or monitered by authorized persons.

Is

NEWS AND A HCM Portal Working Properly For You? HCM Portal will not work for some employees...If you
7 HCM

By logging into this application, you agree to abide by all are having login or screen view issues please use the following URLs instead of logging in through
I He

established Enterprise, State and Federal policies governing

the appropriate use of State of Georgia resources. the HCM portal.

HCM Production Application URL https://route88.state.ga.us
. HCM Query Database URL https://route88qry.state.ga.us.
My HELP
Contactls Current Status: SAO is working with IBM and Oracle vendors to understand what is causing the
issues/errors with this HCM Portal page and resolve the issues; such that all users may use the

Site FAQGs portal as was the case prior to the HCM Upgrade. This status will be updated the first business day

TFEE?B{"E,KH il oF e \ of every month until these issues are resolved. We apologize for any inconvenience and
appreciate your support. As always, users should call the HCM Customer Service Center (CSC)
with any assistant needs: 404-657-3956 or 888-896-7771 and email: HCM@sao.ga.gov.

Getting Started

7
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HCM Production URL Sign-In Page

The HCM production URL sign-in page currently looks like the generic HCM Oracle sign-in page today.
However, to assist users with using this URL, SAO has edited this sign-in page to the extent possible to
allow users to have familiar shortcuts from the sign-in page.

ORACLE’
PEOPLESOFT ENTERPRISE

User ID:
Password:

E

Selecta Language:

English

The HCM production URL sign-in page will look like the screen shot below. Please note that the links
noted on this sign-in page can only be viewed prior to logging into HCM. If these links are needed post
logging in, the user will have to log out of the system to view this screen again, or the user can go
directly to these links via the My Favorite links they build within HCM. The following links have been
added to this sign-in page:

Employee Self Service

1. Forgot your passwaqrd

2. Link to HCMQUERY PeopleSoft HCM

Applicatio TEAM GEORGIA FLEX-GABREEZI
3. Team Georg
User ID:
4. FLEX-GABreez
Password:
5. Contact Sign In

orgot your password?

6. Communicatio HCLQUERY Application | Coftact Us | Getting Started - UPK

News & Announcements

Important Notice

This is a State of Georgia application. Itis provided to conduct official State business and must be used
appropriately. All individuals using this application must follow the appropriate use policy and procedures
defined by their individual Agencies or as defined by Georgia Technology Authority's appropriate use policy. All
information in the system belongs to the State of Georgia and may be read or monitored by authorized
persons.

By logging into this application, you agree to abide by all established Enterprise, State and Federal policies
aovernina the annronriate nse of State of Geornia resnurces.




ESS TeamWorks Main Menu

1. The HCM Portal page today enables a user to do the following:
Pagelets that enable users to shortcut to:

0 Employee Self Service
= Benefits

=  Payroll and Compensation

e View Paycheck
= Personal Information
0 Manager Self Service

= View Employee Personal Info

0 Employee Leave Summary

= Sick Leave Earned

= Annual Leave Earned
0 My Help

= Contact Us

=  Getting Started

=  FAQs*

= Feedback **

2. Shortcut Links fOI’Z\ & welcome to Teaniviorks | | P - B - L) e v Pager Saf
0 Team Georgia AN TR
g (' 'EAM GEORGIA -
CONNECTION AS N
O Flex GABreeze |_.%, e o IE—
9 AM GEORGIA : l=Eil T U LUC] FLEX-GABREEZE
3. RMS Safety Videos My Employee Self Servica I —
4 T W k M Personalize Content Lavout Friday, Novefnber 4, 2011 &30 AN Welcome Jil Cleaveland My Links | Select One: b3 Site Search
. eamWOorks vienu
EMPLOYEE SELF SERVICE [l MANAGER SELF SERVICE Bl My HELP
(Blue Box) View Emplojee Personal nfo Contact Us
oensation Review jab and personal information for your employees e
= View Paycheth
EMPLOYEE LEAVE SUMMARY B FM
Personal Information EEDBACK
EE Personal Information Summa EEEREPAR - Tell us what vou think of TeamWorks
kT Absence Duration
EAMWORKS MENU
[y Help Sick Leave Earnad 140.00 Hours
[#Quick Links Annual Leave Earmed  88.00 Hours
. . [#Self Senvice Details
View more detail on each | #hserselisenic: -
[#Agency Security
.. [#\Warldorce Development RMS SAFETY VIDEOS =
of these items on the

[#0rganizational Development
[#Set Up HRIMS

[#My Content
[#\Worklist

[#Reporting Tools
-Browse Workspaces
- My Account Sign On
-Change Iy Password
-My Personalizations

- My System Profile
-y Dictionary

following pages.

MANUAL MATERIAL HANDLING: BACK INJURY PREVENTION (14
minute video)

http://pur.doas.ga.gov/RiskManzagementVideos/S$VManualMaterialHandling. vwmy

This video discusses helpful information so employees can not only learn to lift safely, but learn
ather important manual material handling techniques as well. Safe lifting is critical, butitis only
ane step in the material handling process. The material mustthen be moved safely and then
put down properly. Mechanical devices or other assistance may be required. Size and weight of
the load, balance, fravel path, foot positions, height of the object arm positions and matarial

ndd/delete wards in personal speling checker dictionary, P'ﬂDDI‘tant factors that must be considered and put into practice.

Topics Include:

Basic anatomy and physics of the spine and back
Safe lifting techniques

Ergonomics

Paosture and computers

Muscle fatigue and lifling

Other specific material handling tips

PREVENTING SLIPS, TRIPS AND FALLS (12 minute video)

* Pertains to HCM Portal questions only, thus not used within HCM Production URL

** pertains to HCM Portal questions only, thus not used within HCM Production URL




Pagelet Shortcuts

1. The Pagelet shortcuts are not able to be added to the HCM Production URL; therefore, users will
need to use the TeamWorks Menu to gain access to these options. Once the user has gained
access to the page desired, the page can be added to “My Favorites” within the HCM
Production URL main menu page.

& -[5]x]

@A jw |g_ httus:ifruuteSB.state‘ga‘ustsDisaDiEMPLMRMSth’?tab=DEFAULT HEYEEES Eing Pl

Fle Edt View Favortes Took Help /

x Go gle / jﬂsaarch « | more > _ SignIn 9 -

7 Favarites |:5 2 HP ALM - Quality Ceprr 11 & MetaFrame Presentation Se... [ )] Sugaested Sites + @ | wieh Slice Gallery =

Bgl '| (& welcome to TeamWarks (& Employee-Fating registry... X Fiow B - L0 v Page- Safety~ Took- @- 7
ORACLE ______________________________ g

Home Worklist Add to Favorites Sign out
Personalize Content Help

Menu - Classir

Search:

(> My Favorites

[ Self Service

> Manager Self Service

[> Agency Security

[ Workforce Administration
[ Warkforce Development
> Organizational Development
[> Set Up HRIMS

[ Worklist

[ Reporting Tools

[ PeopleTools

= Change My Password

[~ Ly Personalizations

|- by System Profile

|- Iy Dictionary

The path within the blue menu above, which mimics the HCM Portal TeamWorks menu, to each of these

pagelets is as follows:

HCM Portal Pagelets

HCM Production URL Blue Menu

Employee Self Service

Self Service

Benefits

Quick Links/ Benefits or Self Service/ Benefits

Payroll and Compensation/ View Paycheck

Self Service/ Payroll and Compensation/ View
Paycheck

Personal Information

Self Service/ Personal Information

Manager Self Service/ View Employee Personal
Info

Manager Self Service/ Job and Personal
Information

Employee Leave Summary (Sick Leave Earned/
Annual Leave Earned)

Self Service/Time Management/ View Time/
Absence Balances

Leave Balance

Self-Service/Leave Balance

Contact Us

This link was provided on the HCM Production URL
sign-in page. The HCM Customer Service Center
contact information is:

404-657-3956

888-896-7771

hcm @sao.ga.gov

Getting Started

http://route88upk.state.ga.us/
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2. The shortcut links of Team Georgia and Flex GABreeze (http://team.georgia.gov /) will be
added to the HCM Production URL sign-in page as of November 15" 2011.

3. RMS Safety Videos will only be viewable within the HCM Portal.
4. TeamWorks Menu has a few differences from
the HCM Production URL blue menu; however, (‘
most of the menu paths are the exact same. The Georgia TEAM GEORGIA I e

differences between these menus include: plbmuloyeslbaiiienios

e Quick Links menu within the HCM Portal sign-in pag
is not listed within the HCM Production URL.
However, most are links from the SPA home page:
links provided below. Other items within the Quick
Links are within the HCM Production URL blue Personal Information

[=] Personal Information Summary

screen. See below for details: TEAMWORKS MENU =
Ay Help

[ElQuick Links
-SPAHome
- Benefits
e SPA Home Page: http://www.spa.ga.gov / _Compensation & Pavroll
. . . . -Flex Forms
e Benefits: This path is within the HCM -Telewarking
) . . -Job Postings
Production URL at: Self Service/ Benefits and - Job Descriptions
A - State Perscnnel Board Rules
the actual URL is: -SPAPolicies
. -Perdormance Management
http://www.spa.ga.gov/employees/flexible - Waorkfarce Planning

benefits.asp
e Compensation and Payroll: This path is within the HCM Production URL at: Self Service/

Perzonalize Content Lavout Friday, November &, 2011

EMPLOYEE SELF SERVICE [=
Benefits

Payroll and Compensation

[l View Paycheck

Payroll and Compensation. The URL is:
http://www.spa.ga.gov/agencyservices/retention/compensation.asp

e Flex Forms: http://www.spa.ga.gov/employees/flex forms.asp

e Teleworking: http://www.spa.ga.gov/employees/telework.asp

e Job Postings: https://www.careers.ga.gov/

e Job Descriptions: http://www.spa.ga.gov/jobdescriptionsapp/jobsalaryinfo.asp

e State Personnel Board Rules: http://www.spa.ga.gov/employees/rules/index.asp

e SPA Policies: http://www.spa.ga.gov/employees/rules/gms policies.asp

e Performance Management: http://www.spa.ga.gov/employees/perfMgmtProcess.asp

e Workforce Planning: http://www.spa.ga.gov/agencyservices/retention/wfp _index.asp

e Self Service menu:
e This menu is the same in both the HCM Portal TeamWorks menu and the HCM Production
URL blue menu.
e Manager Self Service menu:
e This menu is the same in both the HCM Portal TeamWorks menu and the HCM Production
URL blue menu.

QUESTIONS: SAO Customer Service Center — HCM
404-657-3956
888-896-7771
hcm@sao.ga.gov
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