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Reviewing the User Information Tab 
Below are the process steps to Reviewing the User Information Tab.  As you are performing the task, use 
this document to be a Step-by-Step guide for completing this process.  At the end, please click the link to 
complete a quick survey as to the usefulness of this document. 

 
 

Step Action 
1. Begin by navigating to the Manager Security Report page. 

 
Note: This simulation is an example of a transaction. When entering a transaction in the 
live TeamWorks Financials system, please select all values and options based on agency 
policy, the paperwork on hand and the current situation. 
 
Click the NavBar icon. 
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Step Action 
2. Click the Navigator icon. 
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Step Action 
3. Click the Agency Security link. 

 

 



Job Aid 
 

 

Page 4 Date Created: 2/28/2019 9:04:00 AM 
 

 
Step Action 

4. Click the Manager Security Request link. 

 

 
 

Step Action 
5. To view the User Information tab, a new Security Request needs to be started.  

 
Click the Add a New Value tab. 
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Step Action 
6. Click in the Business Unit field. 
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Step Action 

7. Enter the appropriate information into the Business Unit field.  
 
For this example, type 40600. 

 
 

Step Action 
8. Click the Add button. 
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Step Action 
9. We will be making changes to the User Information tab.  

 
Click the User ID tab. 
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Step Action 
10. We will be making changes to the User Information tab.  

 
Enter the appropriate information into the User Information field.  
 
For this example, type HHENDERSON. 
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Step Action 
11. Press [Tab]. 
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Step Action 
12. We will be making changes to the User Information tab.  

 
Click the OK button. 

 

 
 

Step Action 
13. We will be making changes to the User Information tab.  

 
Click the User Information tab. 
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Step Action 
14. Currently both of the modules are expanded.  Scroll down the page to see the access 

options. 
 
Click the Vertical scrollbar. 
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Step Action 
15. Click the Vertical scrollbar to view the bottom of the page. 
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Step Action 
16. Click the Vertical scrollbar to return to the top of the page. 

 
 

Step Action 
17. You can expand all the modules by clicking the Expand All button and you can collapse 

all modules by clicking the Collapse All button.  
 
Click the Collapse All button. 
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Step Action 
18. Click the Expand All button. 
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Step Action 
19. If Create Requisition, ePro Buyer, Event Buyer are selected on the Procurement Security 

tab and PO Buyer and PO Requestor are selected in the User Information tab, enter: 
 
-the Ship To value in the Default Ship to Address 
-the Location Code value in the Default Location 
-the Default Origin (Location) Code 

 
 

Step Action 
20. Click the Add option. 
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Step Action 
21. Click the Vertical scrollbar to view additional fields on the page. 
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Step Action 
22. Click the Add button for any roles.  For this example, the employee is a PO Buyer and PO 

Requester.  
 
Click the Add option. 

 

 
 

Step Action 
23. Click the Add option. 
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Step Action 
24. If PO Amount Approver and/or PO Chartfield Approver are selected on the Activity 

Security tab, click the Add button for the appropriate PO Approval type.   
 
For this example, the employee is Approver 2-Up to 9,999 
 
Click the Add option. 
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Step Action 
25. If PO Amount Approver and/or PO Chartfield Approver are selected on the Activity 

Security tab,  add the appropriate origins in the Authorized Location (Origins) box. 
 
Click the Add option. 
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Step Action 
26. By clicking the magnifying glass symbol, you can use the search function to find the 

correct value. 
 
Click the Route Control Profile look-up button. 
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Step Action 
27. For this example we want the Admin-Area-PO as an Authorized Location.  

 
Click the Admin Area - PO link. 
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Step Action 
28. To add additional values, click the + symbol to add an additional row.  

 
Click the Add a new row at row 1 button. 
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Step Action 
29. Use the magnifying glass again to assist in the search.  

 
Click the Route Control Profile look-up button. 
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Step Action 
30. Click the PO Business Unit 40600 link. 
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Step Action 
31. Click the Add a new row at row button. 
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Step Action 
32. Click the Route Control Profile look-up button. 
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Step Action 
33. Click in the Route Control Profile field. 

 

 
 

Step Action 
34. Enter the appropriate information into the Route Control Profile field.  

 
For this example, type PO Origin. 
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Step Action 
35. Click the Look Up button. 
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Step Action 
36. For this example, click the PO Origin 020 link. 

 

 
 

Step Action 
37. If the employee needs access to a particular AP Origin, click the add button.  

 
Click the Add option. 
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Step Action 
38. The appropriate value will need to be entered.  If the AP Origin is not known, use ONL as 

the default AP Origin in the Origin box.   
 
Click in the Value field. 
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Step Action 
39. For this example, enter ONL as the AP Origin. 

 
Enter the appropriate information into the Value field.  
 
For this example, type ONL. 
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Step Action 
40. If Create Express Checks, Process Vouchers, Payment Processing, and Voucher Entry 

activities are selected within the Accounts Payable module on the Activity Security tab, 
click the Add button for the appropriate Account Payable Function.   
 
For this example we will choose Allow Single Payment Voucher and Record Payment.  
 
Click the Add option. 
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Step Action 
41. Click the Vertical scrollbar. 
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Step Action 
42. Click the Add option. 

 

 
 

Step Action 
43. Be sure to review the page entries.  

 
Always be sure to save your work. 
 
Click the Save button. 
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Step Action 
44. Click here (https://www.surveymonkey.com/r/25KG2HH) to take a quick survey.  

Thank you! 
 
 
 

https://www.surveymonkey.com/r/25KG2HH
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