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Change Request Process - HCM

The manager would login to the appropriate PeopleSoft database and navigate as follows:

Agency Security > Manager Security Request

(-~ Manager Security Request - Windows Internet Explorer
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Please click the Add a New Value tab.
The following page will appear and it will require you to enter you Business Unit.

For this example, we will enter 46700 and click the Add button.

Manager Security Request - Windows Internet Explorer
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The Security Request page will appear for the manager to enter the employee or contractor information.

{= Manager Security Request - Windows Internet Explorer,
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In the Security Request section, change the Action field value to Change. The Status field is in Draft mode.

Enter the user-id of the user requesting changes in the User ID field.

Click the Save button at the bottom of the screen.
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[ Organizational Development =
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This will bring in the user’s existing data. Please read the warning message below.
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All of the user’s current data is now copied into this request and is ready for the manager to make additions or
removals. Click the Activity Security tab.
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In this example, we are going to add some activities and remove some activities.

We have expanded the modules where we want changes to be made. The next two screen shots are current
activities for this user.
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Manager Security Request - Windows Internet Explorer
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Click the Add buttons next to View BE Leave Balances and View Benefit Enrollments under the Benefits module.

- Manager, Security Request - Windows Internet Explorer
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Now, click the Add buttons next to Position Budget and View HR Data — Basic and the Remove button next to View
HR Data — Complete under the Human Resources module.
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We will make no changes in the PeopleSoft Query module. We are now finished with the changes we want to

make so please review the information and click the Save button.
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Click the Security Request tab to get back to the main page.

The Status field will be in Draft mode until the manager is ready to submit the request to the Agency Security
Officer which at that time the manager will change the Status field from Draft to Manager Submitted, then click
the Save Button.
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e Manager, Security Request - Windows Internet Explorer,
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This will send an email to the Agency Security Officer and inform them that they have a Security Request to review
and approve before it is sent to SAO Security to process.

This email is to inform you that a Security Request has been submitted in HR89DEV that requires your approval.
Please log into HR89DEV, navigate to Agency Security => Security Request and review the following Security
Request:

Business Unit: 46700
Request ID: 0000000006
Request Date: 3/11/2011
User Name: George Potter

User Id: 00952110

You may reject, change the status to draft and modify or submit the Security Request as is. If you reject the
request, you will need to enter the reason on the Security Request page. If you modify the request, please enter
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the reason on the Comment page. You may also enter additional comments on the Comment page.
Please do not reply to this e-mail. If you reply, you may not receive a response.

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not the intended
recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or other use of the contents of
this email by anyone other than the intended recipient is strictly prohibited.

The Agency Security Officer will login to the appropriate PeopleSoft database and navigate as follows:

Agency Security > Security Request
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— Ly System Profile Search | Clear | Basic Search (5 Save Search Criteria
— My Dictionary
Find an Existing Value | Add a Mew Value
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The Agency Security Officer will enter the Business Unit, Request ID, and User ID values from the email on this
search page to pull up the Security Request.

Click the Search button.

= Security Request - Windows Internet Explorer

&\:;j - |E httpeffroutedSd. state. ga.us: SA000/pspfpat9desw/EMPLOYEE [HRMS o /D% _SECURITY. DX _SCRTY_REQST_CMP.GEL*FalderPat V| 2| X |Live Search | 2\~
Fle Edit ‘View Favorites Tools  Help  Links ™
w @ [QSecurity Request l l P v |k Page - (CF Tools v

(g TEAM GEORGIA
(. CONNECTION F IE
Georgia

TEAM GEORGIA ESS/TEAMWORKS FLEXIELE EENEFITS

My Employee Self Service TeamWorks Homepage
Tuesday, March & 2011 1238 PM Welcome Clifford Hogan My Links | Select One: - Site Search Sign out
&)
MENU New Window | ]
[ My Help
b QuickLinks Security Request
[~ Agency Security Enter any information you have and click Search. Leave fields blak for a list of all values.
Security Request
[- Self Senvice

b Manager Self Senvice { Find an Existing Value {_Add a New Value
vl

[» Workforce Administration

» Benefits Business Unit. | begins with v|[45700 la,
[ Compensation
b Payroll far North America RequestiD:  |begins with v|[0000000008 \
[ Global Payroll & Absence T
Mt Requested Date: | = | | E1
I» Organizational Development Last Hame: | beagins with v” ‘
[ Enterprise Learning - -
b St Up HRIS EmpllD: | begins with v | ‘
[ Administrative Systems § . N
© 1 Coment User ID: [ begins with v |00as2110] \
I Warklist Action: = v b
I Reparting Tools ) =
b HCH Reporting Taols Status: =
> PeapleTools [Icase Sensitive
— Chanage My Password
— My Personalizations
— My System Profile Search | Clear | Basic Search [E) Save Search Criteria
— My Dictionary

Find an Existing Value | Add a New Value
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This is the result of the search.

{= Security Request - Windows Internet Explorer,

m - |E http:,l’,l’routeBSd.state.ga.us:560DD,l’psp,l’paBgdevIEMPLO\"EEIHRMSICIDX?SECURITY.DX?SCRT\LREQSLCMP‘GBL?FolderPatV| 2| % |Live Search | 2
File Edit View Favorites Tools  Help | Links >
— : = - »
o [QSecurity Request l l - e - |2k Page ~ (G Tools ~
[ TEAM GEORGIA
(. CONNECTION
FASTER. FRIENDLIER. EASIER.
Georgla TEAM GEORGIA A V"L LUCHE  FLEXIBLE BENEFITS
My Employee Self Service TeamWorks Homepage
Tuesday, March 8, 2011 12:36 PM Welcome Clifferd Hogan My Links | Select One: i3 Site Search Sign out
=
MENU | Security Request | Comments | Activity Security | Security Approval | Status History ~
[ My Help
b QuickLinks Business Unit: 46700 Ga. Dept. of Carrections BU Request ID: 0000000D0G
= Agency Security
Security Request . . . N .
~ Self Sanvice Electronic signature of Security Officer and Supervisor acknowledges application. receipt for ID. password and an

b Manager Self Sevice understanding that applica_nt is legally responsible for the protection of said ID/Password pursuant to Chapt_er 9 of Title 16 of
b Warkfarce Administration the Official Code of Georgia Annotated, Georgia Computer System Protection Act. as well as all other applicable

& Benefits computerfinformation laws.

[ Compensation

[ Payroll for Narth America

[» Global Payroll & Absence

Wgmt *Requested Date: 131112011 |5 *Action:
[» Qrganizational Development . . s . ‘
I Enterprise Learning Status: | Manager Submitted v Request Type:| Employee  +

I SetUp HRMS Reject Reasnn:|

[> Administrative Systems X

B 1y Content Entered by: 00088928 Tommy M Rouse Entered on: 03/08/2011 B
I Worklist

- Reporting Tools
[ HCM Reporting Toaols

b PeopleTools User ID:[00952110 | Initial Password:
— Chanae Mv Password ' )
~ My Personalizations EmpliD: |00852110 Population Access

— Ly System Profile *First Name: Middlelnitial: *Last Name:

— My Dictionary
Job Title: |Human Resources Administrator |

“Telephone:|404/222-1111 Factumoer:| |

EmaiIAddress:|noemai\@gdc.ga.gov ‘

Address Line 1:| A

The Agency Security Officer will review the entire Change Request.

If they approve the request and no changes are needed, they can change Status field from Manager Submitted to
Agency Submitted.

If they do not approve the request, they can change the Status field from Manager Submitted to Rejected. They
must enter the reason for the rejection in the Reject Reason field and save the request. This will send an email to
inform the manager of the rejected request.
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For this example, the Agency Security Officer approves the application. The Status field has changed from
Manager Submitted to Agency Submitted and the request has been saved. The Status field is now changed to
Approved.

{Z Security Request - Windows Internet Explorer

@\-/ - |E] httpeffroutedSd. state. ga.us: SA000/pspfpat9desw/EMPLOYEE [HRMS o /D% _SECURITY. DX _SCRTY_REQST_CMP.GEL*FalderPat V| 2| X | | 2\~
Fle Edit ‘View Favorites Tools  Help  Links ™
— . z - 3
w & [E]Security Request l l o B ey v sk Page = Lk Todls -
- TEAM GEORGIA
(. CONNECTION
FASTER. FRIENDI R. EASIER.
Georgia TEAM GEORGIA =CEVR T UV EUCHN  FLEXIBLE BENEFITS
My Employee Self Service TeamWorks Homepage
Tuesday, March & 2011 1238 PM Welcome Clifford Hogan My Links | Select One: - Site Search Sign out
=
MENU [ Security Request ' Comments | Activity Security | Security 4pproval | Status Histary ~
[ My Help
b QuickLinks Business Unit: 46700 Ga. Dept of Corrections BU Request ID: 0000000006
= Agency Security
Security Request

Electronic signature of Security Officer and Supervisor acknowledges application. receipt for ID. password and an
R understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16 of
b Manager Self Service he Official Code of Geargia A 4. G C System P A el a5 all other applicabl
b Workforce Administration the Official Code of Georgia Annotated. Georgia Computer System Protection Act, as well as all other applicable
b Benefits computer/information laws

[- Self Senvice

[ Compensation

I» Payrall for North America

[ Global Payroll & Absence
IMgmt Requested Date: 03/11/2011 Action: Change

[ Organizational Development

I Enterprise Learning Status: Approved Request Type: Employee

I» SetlUp HRM3 Reject Reason:

[» Administrative Systems .

I My Content Entered by: 00088998 Tammy M Rouse Entered on: 03/08/2011 L4

[ Worklist

[» Reporting Tools

[ HCM Reporting Tools
[» PeopleTools UserID: 00952110 Initial Password:
— Chanage My Password

— My Personalizations EmpliD: 00952110 Population Access
— My System Profile First Name: George Middle Initial: A Last Name: Potter

— My Dictionary
Job Title! Human Resources Administratar

Telephone: 404/222-1111 Fax Number:

Email Address: noemail@gdc.ga.gov

Address Line 1: ¥

An email has been sent to SAO Security for processing.

This email is to inform you that a Security Request has been approved in HR89DEV. The SAO Security
Administrators have been notified and your request will be processed as soon as possible. Please log into
HR89DEV and review the following Security Request:

Business Unit: 46700
Request ID: 0000000006
Request Date: 3/11/2011
User Name: George Potter

User Id: 00952110
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SAO Security: You may complete or reject the Security Request. If you reject the request, you will need to enter the
reason on the Security Request page. You may also enter additional comments on the Comment page. Please do
not reply to this e-mail. If you reply, you may not receive a response.

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not the intended
recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or other use of the contents of
this email by anyone other than the intended recipient is strictly prohibited.

SAO Security will process the Security Request and change the Status field from Approved to Completed. An email
will be sent to Agency Security Officer.

This email is to inform you that a Security Request has been completed in HRB9DEV. Please log into HR89DEV and
review the following Security Request:

Business Unit: 46700
Request ID: 0000000006
Request Date: 3/11/2011
User Name: George Potter

User Id: 00952110

No further action is required for this Security Request. If this request was for a new user id, please review the
request in case the SAO Security Administrators found that the requested user id already existed. In the event of a
duplicate user id, the SAO Security Administrator will assign a different user id than the one requested. The new
user will also need the initial password to sign in.

Please do not reply to this e-mail. If you reply, you may not receive a response.

The information contained in this email may be confidential or otherwise protected from disclosure. If you're not the intended
recipient, or if it was sent to you in error, please delete this email. Any dissemination, distribution or other use of the contents of
this email by anyone other than the intended recipient is strictly prohibited.

This concludes the Change Request.
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