SAo. Job Aid

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.

Team Works

News and Announcements Asset Management

L | @

General Ledger Labor Distribution Payables

\fl

Procurement Purchase Orders

E@i 02

.

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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Navigator

Recent Places

My Favorites

Step Action
2. Click the Navigator icon.
Navigator

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




Job Aid

Navigator

NavBar: Navigator

News and Announcements

SAQ Technical

Employee Self-Service

Supplier Contracts

Agency Security

Customers

Items

Suppliers

Procurement Contracts

Purchasing

eProcurement

Step Action

3. Click the Agency Security link.
Agency Security

NavBar: Navigator

Navigator

< ‘ Agency Security

Agency Password Search

HS)

Recent Places

Security Request

Manager Security Request
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Step

Action

Click the Manager Security Request link.

Manager Security Request

< Home

Manager Security Request

Search Criteria

Business Unit|begins with ]
Request 1D begins with v |
Seq Nhr
Requested Date[= v|
Last Name
Enpi 0 Gegrs v ]
User ID[begins with |

Find an Existing Value Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Action[= v

v]

Status[= v

v]

Access Type[= v

v]

Expiration Date

[case sensitive

Find an Existing Value | Add a New Value

2
Search Clear | Basic Search @ Save Search Criteria

A =0

New Window | Help | =l

Step

Action

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

Click the Add a New Value tab.

Add a New Value
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< Home

Manager Security Request

Find an Existing Value || Add a New Value

Business Unit Q.
Request ID|NEXT

Add

Find an Existing Value | Add a New Value

A =0

New Window | Help | =l

Step

Action

Click in the Business Unit field.

Business Unit:l QL

< Home

Manager Security Request

Find an Existing Value Add a New Value

Business Unit Q
Request ID|NEXT

Add

Find an Existing Value | Add a New Value

LS,

New Window | Help | I
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Step Action
7. Enter the appropriate information into the Business Unit field.

For this example, type 40600.

< Home

Manager Security Request

Find an Existing Value || Add a New Value

Business Unit| 40600 |Q
Request ID|NEXT

Add

Find an Existing Value | Add a New Value

LIS

New Window | Help | =l

Step Action
8. Click the Add button.
Add
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< Home

Security Request Comments Activity Security Procurement Security User Information Security Approval Status History
Business Unit: 40600 Banking and Finance, Dept of Request ID: NEXT Request Seq Num: 1

Electronic signature of Security Officer and Supervisor acknowledges application, receipt for 1D, password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16
of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all cther applicable
computerfinformation laws

Security Request

*Requested Date: 08/06/2013
*Status: [Draft ~

“Action:
*Request Type: | Employee v

Reject Reason:

Source: Online Support Number:
Entered by: TOMANDJERRY  Tom And Jerry 770/770/7707 Entered on: 08/02/2018
Submitted By:

Access Type

® permanent O Temporary Expiration Date
User Data
*User ID: Initial
Password:
Empl ID:
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:
Email
Address:

Business Address

Address Line 1:
Address Line 2:

New Window | Help | Perscnalize Page | & a

Step

Action

We will be making changes to the User Information tab.

Click the User ID tab.

*Userl[]:l
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< Home

Security Request Comments Activity Security
Business Unit: 40600 Banking and Finance, Dept of

Electronic signature of Security Officer and Supervisor acknowledges application, receipt for 1D, password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16
of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all cther applicable

computerfinformation laws
Security Request

*Requested Date: 08/06/2013

Procurement Security User Information Security Approval Status History

*Status: [Draft

Reject Reason:
Source: Online
Entered by: TOMANDJERRY
Submitted By:

Access Type

® permanent

User Data
*User ID:

Empl ID:
*First Name:
Job Title:
*Telephone:|

Email
Address:

Business Address

Address Line 1:
Address Line 2:

Tom And Jerry T70/770/7707

New Window | Help | Perscnalize Page | & a

Request ID: NEXT Request Seq Num: 1

“Action:
*Request Type: | Employee v

Support Number:
Entered on: 08/02/2018

Expiration Date

Initial
Password:

*Last Name:

Fax Number:

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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< Home

New Window | Help | Perscnalize Page | & a

Security Request Comments Activity Security Procurement Security User Information Security Approval Status History

Business Unit: 40600 Banking and Finance, Dept of Request ID: NEXT Request Seq Num: 1
Electronic signature of Security Officer and Supervisor acknowledges application, receipt for D, password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16
of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all other applicable
computerfinformation laws.

Security Request

*Requested Date: 08/06/2013
*Status: [Draft ~

“Action:
*Request Type: | Employee v

Reject Reason:
Source: Online

Entered by: TOMANDJERRY
Submitted By:

Support Number:

Tom And Jerry 7T70/770/7707 Entered on: 08/02/2018

Access Type

® permanent O Temporary Expiration Date
User Data
*User ID: |HHENDERSON x Initial
Password:
Empl ID:
*First Name: Middle Initial: *Last Name:
Job Title:
*Telephone: Fax Number:
Email
Address:
Business Address
Address Line 1:
Address Line 2: v

Step

Action

11.

Press [Tab].

< Home

New Window | Help | Persnalize Page |
| Security Request ” Comments ” Activity Security H Procurement Security H User Information ” Security Approval H Status History ‘

Business Unit: 40600 Banking and Finance, Dept of Request ID: NEXT Request Seq Num: 2

Electronic signature of Security Officer and Supervisor acknowledges , receipt for 1D, p: d and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16
of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all other applicable
computerfinformation laws.

Security Request

*Requested Date: |08/06/2013

“Action:

*Status: | Draft

nel *Request Type: ~

Reject Reason:
Source: Online
Entered by: TOMANDJERRY
Submitted By:

Access Type

@® permanent

User Data

Message

Waming — A completed request exists for this user and will be copied into this request
(29999,30)

OK

U Temporary Expiration Date 010171900

*User ID: | HHENDERSON

| Initial [

Empl 1D: 003003003
cirstName: [Hamy |

Password:

Middle Initial:|__|

Job Title: [Accounting Directar 1

Telephone:[f 70/770-7707

Fax Number: | 986/986-9869

Email |I1hsndersun@anywhere.slate.ga |

Address:
Business Address

Address Line 1:[2100 Tick Tock LN |

Address Line 2:|
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Step

Action

12.

We will be making changes to the User Information tab.

Click the OK button.

Message

Waming - A completed request exists for this user and will be copied into this request.
(29999,30)

< Home

New Window | Help

Security Request Comments Activity Security Procurement Security User Information Security Approval Status History

Business Unit: 40600 Banking and Finance, Dept of Request ID: 0000000016 Request Seq Num: 1
Electronic signature of Security Officer and Supervisor acknowledges application, receipt for 1D, password and an
understanding that applicant is legally responsible for the protection of said ID/Password pursuant to Chapter 9 of Title 16
of the Official Code of Georgia Annotated, Georgia Computer System Protection Act, as well as all cther applicable
computerfinformation laws

Security Request

*Requested Date: 08/06/2013
*Status: [ Manager Submitted ~

“Action:
*Request Type: |Employee W

Reject Reason:

Source: Online Support Number:
Entered by: TOMANDJERRY

Submitted By:

Tom And Jerry 770/770/7707 Entered on: 08/01/2018

Access Type

® permanent O Temporary Expiration Date
User Data
*User ID: |Harry Initial
Password:
Empl ID: 003003003
*First Name; Harry Middle Initial: | A *Last Name: Henderson

Job Title: Accounting Director 1
*Telephone: 770/770-7707 Fax Number: 986/986-9869

Email hhenderson@anywhereusa.ga.gov

Address:
Business Address
Address Line 1:|2100 Tick Tock LN
Address Line 2:

| Personalize Page | =
~

Step

Action

13.

We will be making changes to the User Information tab.

Click the User Information tab.

User Information
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< Home

Security Reguest Comments Activity Security Procurement Security User Information

Business Unit: 40600 Banking and Finance, Dept of Request ID: 0000000016

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below.

Expand All Collapse All

If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of

the application
Purchasing
Default Ship To Address

ShipTo SetiD:|40600 |Q Ship To: Q

Address Line 1:
Address Line 2:
Address Line 3:
City: State:

Default Location

Location SetID: (40600 |Q Location Code: Q

Address Line 1:
Address Line 2:
Address Line 3:
City: State:

Default Origin
Add Remove

10 [¥3} Default Origin {Location) Code:

Roles
Add Remove  Description

Postal Code:

Postal Code:

Personalize | Find [0 ] B8 First (4 101 * Last

New Window | Help | Perscnalize Page | & ~

Security Approval Status History

Request Seq Num: 1

Value

a

Step

Action

14.

Currently both of the modules are expanded.
options.

Click the Vertical scrollbar.

Scroll down the page to see the access
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< Home E
Default Origin Personalize | Find | 2| E First ‘&) 10of1 ‘& Last
Add Remove Value
10 [¥i) Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
20 PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 0 PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 Approver 2-Up to 9,999
30 Approver 3-Up fo 999,099,999
40 Chartfield
Authorized Location (Origins) Personalize | Find | (2] i First ‘4 10of1 ) Last
Add Remove Route Control Profile
10 4] Q H | =
Accounts Payable
Origin Personalize | Find | 2] B First ‘&' 10f1 ‘& Last
Add Remove Value
10 [ Onigin (enter your Site ID number or ONL for onlin) [}
Functions Personalize | Find | C¥| =] First ‘&' 1-40f4 ‘& Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Cverride Match (enables the operator to override a voucher with a match exception)
3 Manually Schedule Payments (authorizes user to override the Scheduled Payment Date)
40 Record Payment (enables the operator to manually record a payment on the voucher payment page).
Fxnand aach madula individually by clicking the trianale in the blue module header Caollansa the individual dad
< Home E
20 PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
30 PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Perscnalize | Fing | 2| & First (&' 1-40f4 (&) Last
Add Remove  Description
10 Approver 1-Up to 4,999
20 Approver 2-Up to 9,999
30 Approver 3-Up to 899,999,999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2] @ First (4 10of1 &) Last
Add Remove Route Control Profile
10 4] Q H | =
Accounts Payable
Origin Personalize | Find | (0| B First ‘& 10f1 ‘& Last
Add Remove Value
10 [ Origin (enter your site ID number or ONL for online). (s}
Functions Personalize | Find | 2| First ‘& 1-40f4 & Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
2 0 Authority to Override Match (enables the operator to override a voucher with a match exception).
3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
40 Record Payment (enables the operator to manually record a payment on the voucher payment page).

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below.

Expand All Collapse All

[f)save ||[a" Retum to Search ||| Previous in List Nextin List [y Add

Security Request | Comments | Activity Security | Procurement Security | User Information | Security Approval | Status History

Page 12
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Step Action

16.

Click the Vertical scrollbar to return to the top of the page.

< Home

Security Reguest Comments Activity Security

Business Unit: 40600 Banking and Finance, Dept of

below.

Expand All Collapse All
the application
Purchasing
Default Ship To Address
ShipTo SetiD: [40600 |Q, ship To:

Address Line 1:
Address Line 2:
Address Line 3:
City: State:
Default Location
Location Set ID: 40600 |Q Location Code:

Address Line 1:
Address Line 2:
Address Line 3:
City: State:

Default Origin

Procurement Security

Request ID: 0000000016

Personalize | Find | I@I E

User Information Security Approval

Request Seq Num:

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expandfeollapse all modules by clicking the buttons

If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of

Postal Code:

Postal Code:

First ‘4 10of1 ‘b Last

Status History

1

A =0

New Window | Help | Perscnalize Page | & ~

Add Remove Value
10 [¥3) Default Origin (Location) Code: Q
Roles v
Add Remove  Description
Step Action

17.

Click the Collapse All button.
Collapze All

You can expand all the modules by clicking the Expand All button and you can collapse
all modules by clicking the Collapse All button.

Date Created: 2/28/2019 9:04:00 AM
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< Home

New Window | Help | Personalize Page | &
Security Reguest Comments Activity Security Procurement Security User Information Security Approval Status History

Business Unit: 40600 Banking and Finance, Dept of Request ID: 0000000016 Request Seq Num: 1
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below.

Expand All Collapse All

If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of
the application
Purchasing

Accounts Payable

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
medule by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons

below
Expand All Collapse All
[5)Save ||[ah Return to Search ||+5] Previous in List Next in List EaAdd || Ay

Security Request | Comments | Activity Security | Procurement Security | User Information | Security Approval | Status History

Step Action

18. Click the Expand All button.
Expand All

< Home

New Window | Help | Perscnalize Page | & ~

Security Reguest Comments Activity Security User Information Security Approval Status History

Business Unit: 40600 Banking and Finance, Dept of Request ID: 0000000016 Request Seq Num: 1

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below.

Expand All Collapse All
If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of
the application
Purchasing
Default Ship To Address
ShipTo SetlD: 40600 |Q Ship To: Q

Address Line 1:
Address Line 2:
Address Line 3:
City: State: Postal Code:

Default Location
Location Set ID: 40600 |Q Location Code: Q

Address Line 1:
Address Line 2:
Address Line 3:

City: State: Postal Code:
Default Origin Personalize | Find | (0] B First (4 10f1 (b Last
Add Remove Value
10 [¥3) Default Origin {Location) Code: Q
Roles v
Add Remove  Description
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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

< Home /ﬁ\ E @
New Window | Help | Personalize Page | & ~

Security Request Comments Activity Security Procurement Security User Information Security Approval Status History

Business Unit: 40800 Banking and Finance, Dept of Request ID: 0000000016 Request Seq Num: 1

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expandfeollapse all modules by clicking the buttons
below.

Expand All Collapse Al
If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of
the application
Purchasing
Default Ship To Address
ShipTo SetiD: [40600 |Q, Ship To: Q

Address Line 1:
Address Line 2:
Address Line 3:
City: State: Postal Code:

Default Location
Location Set ID: 40600 |Q Location Code: Q

Address Line 1:
Address Line 2:
Address Line 3:

City: State: Postal Code:
Default Origin Personalize | Find [ 0] B First (& 10r1 () Last
Add Remove Value
10 ] Default Origin (Location) Code Q
Roles v
Add Remove  Description
Step Action
20. Click the Add option.
Add

Ol
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< Home

New Window | Help | Perscnalize Page | & ~
Security Reguest Comments Activity Security Procurement Security User Information Security Approval Status History

Business Unit: 40600 Banking and Finance, Dept of Request ID: 0000000016 Request Seq Num: 1

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below.

Expand All Collapse All
If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of
the application
Purchasing
Default Ship To Address
ShipTo SetiD:|40600 |Q Ship To: Q

Address Line 1:
Address Line 2:
Address Line 3:

City: State: Postal Code:
Default Location

Location SetID: (40600 |Q Location Code: Q

Address Line 1:
Address Line 2:
Address Line 3:

City: State: Postal Code:
Default Origin Personalize | Find | 0] B8 First (4 10r1 @ Last
Add Remove Value
1 O Default Origin (Location) Code: Q
Roles v
Add Remove  Description

Step Action

21. Click the Vertical scrollbar to view additional fields on the page.

< Home E
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘}/ Last
Add Remove Value
1 O Default Origin (Location) Code: Q.
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
20 PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 0 PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Perscnalize | Fing | (| & First (&' 1-40f4 (¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999,999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2] E First ‘4 10of1 */ Last
Add Remove Route Control Profile
10 4] Q = =
Accounts Payable
Origin Personalize | Find | (0| B First ‘& 10of1 ‘&) Last
Add Remove Value
10 [} Origin (enter your site ID number or ONL for online). Q
Functions Personalize | Find | 2| =] First ‘&' 1-40f4 ‘& Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
2 0 Authority to Override Match (enables the operator to override a voucher with a match exception).
3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
40 Record Payment (enables the operator to manually record a payment on the voucher payment page). v
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Step Action

22. Click the Add button for any roles.
Requester.

Click the Add option.

For this example, the employee is a PO Buyer and PO

Roles
Add Remove Description
1id PO Approver: User generally does not create documents, but will approve requisitions or PO's.
2 @ PO Buyer: User may create state requisitions and PO's. User name will appear on PO as "buyer”.
30 PO Requester. User may create state requisitions and their name appears as "requester”.
< Home E
Default Origin Personalize | Find | 7] First 4/ 1of1 '} Last ~
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove Description
100 PO Approver: User generally does not create documents, but will approve requisitions or PO's.
2 Wl O PO Buyer: User may create state requisitions and PQ's. User name will appear on PO as "buyer”
3 [0

PO Approval Type

Add Remove  Description

10 Approver 1-Up fo 4,999
20 Approver 2-Up fo 9,999

30 Approver 3-Up to 899,899,993
40 Chartfield

Authorized Location (Origins)

Add Remove Route Control Prafile

10 & Q [+ | =
Accounts Payable

Origin Personalize | Find | 0] B First (0 10r1 (& Last

Add Remove Value

10 [} Origin (enter your site ID number or ONL for online): Q
Functions Personalize | Fmd\@|E First ‘4 1-40f4 & Last

Add Remove  Description

10

PO Reguester: User may create state requisitions and their name appears as "requester”.

Personalize | Find | 0| [ First (4 14074 () Last

Personalize | Find | (] & First ‘4’ 10of1 &) Last

Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor)

2 Autherity to Override Match (enables the operator to override a voucher with a match exception).
30 Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
4 Record Payment (enables the operator to manually record a payment on the voucher payment page). v

23. Click the Add option.

O

Roles
Add Remove  Description
14 FO Approver. User generally does not create documents, but will approve requisitions or PO's.

PO Buyer. User may create state requisitions and PO's. User name will appear on PO as "buyer”.

PO Requester: User may create state requisitions and their name appears as "requester”.

Date Created: 2/28/2019 9
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< Home E
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘& Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 Wl O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | (2] & First ‘4 10of1 ) Last
Add Remove Route Control Profile
10 4] Q FH =
Accounts Payable
Origin Personalize | Find | 2] [ First ‘&' 10f1 & Last
Add Remove Value
10 [ Onigin (enter your Site ID number or ONL for online) Q
Functions Personalize | Find | £ | =] First ‘&' 1-40f4 ‘& Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Cverride Match (enables the operator to override a voucher with a match exception)
3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
40 Record Payment (enables the operator to manually record a payment on the voucher payment page). v

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.

PO Approval Type Personalize | Find | L | E First ‘&) 1-40f4
Add Remove  Description
10 Approver 1-Up to 4,999
2 @ Approver 2-Up to 9,999
30 Approver 3-Up to 999,999 999
4 Chartfield

b Last

Page 18
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< Home E @
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘® Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver: User generally does not create documents, but will approve requisitions or PO's.
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | (2] i First ‘4 10of1 &/ Last
Add Remove Route Control Profile
10 4] Q FH =
Accounts Payable
Origin Personalize | Find | 2] [ First ‘&' 10f1 & Last
Add Remove Value
10 [ Onigin (enter your Site ID number or ONL for online) Q
Functions Personalize | Find | C¥| =] First ‘&' 1-40f4 ‘& Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception).
3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
40 Record Payment (enables the operator to manually record a payment on the voucher payment page). v

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.

Authorized Location (Origins)

Personalize | Find |
Remove Route Control Profile

Add
1@ V] Q =+ [=

|EE Rt 0 10f1 () Last
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Job Aid

< Home

Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘® Last

Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
| Approver 1-Up to 4,999
2 O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | (2] i First ‘4 10of1 &/ Last
Add Remove Route Control Profile
1™ O Q FH =

Accounts Payable

Origin Personalize | Find | 2] [ First ‘&' 10f1 & Last
Add Remove Value
10 [ Onigin (enter your Site ID number or ONL for online) Q
Functions Personalize | Find | £ | =] First ‘&' 1-40f4 ‘& Last
Add Remove  Description

10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).

20 Authority to Override Match (enables the operator to override a voucher with a match exception).

3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).

|

Record Payment (enables the operator to manually record a payment on the voucher payment page).

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.
Route Control Profile

Q

Page 20
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Job Aid

< Home

Default Origin

Add Remove
10 O Default Origin (Lot
Roles
Add Remove  Description
10 [~} PO Approver: User general
2 M O PO Buyer. User may create
3 W O PO Requester: User may ¢

PO Approval Type

Add Remove Description
1o ] Approver 1-Up fo 4,999

2 M O Approver 2-Up to 9,999
30 [} Approver 3-Up to 999,999 9
40 %) Chartfield

Authorized Location (Origins)
Add Remove Route Conf

14 O

w Accounts Payable

Qrigin
Add Remove
10 Qrigin (enter your si
Functions
Add Remove Description
10 sl Allow Single Payment Vouc|
20 [~} Authority to Qverride Match
30 [~} Manually Schedule Paymery
40 & Record Payment (enables t

Look Up Route Control Profile

Route Control Profile| begins with v

Look Up Clear Cancel | Basic Lookup

Search Results
Only the first 300 resulis can be displayed
View 100 First & 13000200 &) Last
Route Conirol Profile
Admin Area - PO
DAW
ESC
HO1
MAX
PO Business Unit (All)
PO Business Unit 40000
PO Business Unit 40100
PO Business Unit 40200
PO Business Unit 40300
PO Business Unit 40400
PO Business Unit 40500
PO Business Unit 40600
PO Business Unit 40700
PO Business Unit 40300
PO Business Unit 408
PO Business Unit 40300
PO Business Unit 41100
PO Business Unit 41400
PO Business Unit 41500
PO Business Unit 41300
PO Business Unit 41800
PO Business Unit 42000
PO Business Unit 42200
PO Business Unit 42700
PO Business Unit 42500
PO Business Unit 42900

Help

Step

Action

27.

For this example we want the Admin-Area-PO as an Authorized Location.

Click the Admin Area - PO link.

Date Created: 2/28/2019 9:04:00 AM
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Job Aid

< Home
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘}/ Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 M O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | (2] i First ‘4 10of1 */ Last
Add Remove Route Control Profile
14 O Admin Area - PO Q. [+ [=]
Accounts Payable
Origin Personalize | Find | 2] [ First ‘& 10f1 & Last
Add Remove Value
10 [ Onigin (enter your Site ID number or ONL for online) Q
Functions Personalize | Find | 2| =] First ‘&' 1-40f4 ‘& Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception).
3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
40 Record Payment (enables the operator to manually record a payment on the voucher payment page).

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.

Page 22
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Job Aid

< Home E
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10of1 ‘& Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 M O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2| i First ‘4’ 1-20f2 &/ Last
Add Remove Route Control Profile
14 O Admin Area - PO [s% [+ | [=]
2 %l Q [+ =]
Accounts Payable
Origin Personalize | Find | @1 B First (U 1or1 & Last
Add Remove Value
10 [} Origin (enter your site ID number or ONL for online). Q
Functions Personalize | Find | 7] [ First ‘4 1-40f4 & Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor)
20 Authority to Override Match (enables the operator to override a voucher with a match exception).
30 Manually Schedule Payments (authorizes user to override the Scheduled Payment Date). v
a4l Il Record Pavment (enahies the onerator to manusaliv record 3 navment on the vancher navment nanel

Step Action

29. Use the magnifying glass again to assist in the search.

Click the Route Control Profile look-up button.
2 b1
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Job Aid

< Home

Default Origin

Remove

O Default Origin (Loc|

Description
PO Approver. User general
PO Buyer. User may create

PO Requester: User may cf

Description
Approver 1-Up fo 4,999
Approver 2-Up to 9,999
Approver 3-Up fo 999,999 9
Chartfield

Authorized Location (Origins)

Add
1
Roles
Add Remove
1|10 ]
2 O
3 M O
PO Approval Type
Add Remove
1|0 [
2 M O
10 [
40 ]
Add
14
2

w Accounts Payable

Origin

Add

10

Functions

Add
1|0
20
|
4

Remove

0 K K &

Remove Route Conl
O Admin Arg

¥ ]

Remave

Origin (enter your si

Description
Allow Single Payment Vouc|
Authority to Override Match!

Manually Schedule Paymer

Look Up Route Control Profile

Route Control Profile| begins with v

Look Up Clear Cancel

Search Results

Basic Lookup

Only the first 300 results can be displayed

View 100 First & 13000200
Route Control Profile

Admin Area - PO

DAW

PO Business Unit (All)

PO Business Unit 40000
PO Business Unit 40100
PO Business Unit 40200
PO Business Unit 40300
PO Business Unit 40400
PO Business Unit 40500
PO Business Unit 40600
PO Business Unit 40700
PO Business Unit 40300
PO Business Unit 408

PO Business Unit 40300
PO Business Unit 41100
PO Business Unit 41400
PO Business Unit 41500
PO Business Unit 41300
PO Business Unit 41800
PO Business Unit 42000
PO Business Unit 42200
PO Business Unit 42700
PO Business Unit 42500
PO Business Unit 42900

Last

Help

Rerord Pavment (enahias tha onerator tn manualiv record 3 navment on the vonchar navment nane)

- v

Step

Action

30.

Click the PO Business Unit 40600 link.
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Job Aid

< Home E
Default Origin Personalize | Find | (2] E First ‘4" 10of1 ‘& Last 2
Add Remove Value
1 O Default Origin (Location) Code: Q.
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| (& First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 M O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,099,999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 22| i First ‘&' 1-20f2 &/ Last
Add Remove Route Control Profile
14 O Admin Area - PO s} [+ | =
2 & O PO Business Unit 40600 Q, [+ =
Accounts Payable
Origin Personalize | Find | @1 B First (U 1or1 & Last
Add Remove Value
10 7} Origin (enter your site ID number or ONL for online). Q
Functions Personalize | Find | 7] [ First ‘4 1-40f4 & Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher io a one-time vendor)
20 Authority to Override Match (enables the operator to override a voucher with a match exception).
30 Manually Schedule Payments (authorizes user to override the Scheduled Payment Date). v
4 M Record Pavment (enables the onerator tn manuallv record 2 navment on the voucher nayment nanel

Step

Action

31.

Click the Add a new row at row button.

4]

=1
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Job Aid

< Home E
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘}/ Last
Add Remove Value
1 O Default Origin (Location) Code: Q.
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 M O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,099,999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2| i First ‘4’ 1-30f3 &/ Last
Add Remove Route Control Profile
14 O Admin Area - PO [s% [+ [=]
2 & O PO Business Unit 40600 Q, FHE =
| 4] Q ) e
Accounts Payable
Qrigin Personalize | Find | £2'] B First ‘& 10f1 & Last
Add Remove Value
10 [ Onigin {enter your Site ID number or ONL for online) [}
Functions Personalize | Find | 22| =] First ‘&' 1-40f4 & Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception). v}
il Manusihy Gohadile Daumante (2 #harizas tear tn nuarrids the Crharulad Daument Natel

Step

Action

32.

Click the Route Control Profile look-up button.

3 [ ]

< Home

Look Up Route Control Profile

== ~
Default Origin Help A
Add Remove Route Control Profile| begins with v
10 O Default Origin (Lot
Look Up Clear Cancel | Basic Lookup
Roles
Add Remove Description Search Results
10 [~} PO Approver: User generall Only the first 300 results can be displayed
i i U g ¥
Py~ O T View 100 First 1-300 of 300 Last
Route Conirol Profile
3 W O PO Requester: User may ¢ Admin Area - PO
DAW
PO Approval Type ESC st
Add Remove Description HO1
10 =l Approver 1-Up to 4,999 MAX
PO Business Unit (All)
2 2-Up to 9,399
o L |Aeerer2Uptos: PO Business Unit 40000
30 [l Approver 3-Up io 999,999 9 PO Business Unit 40100
40 [ Chartfield PO Business Unit 40200
PO Business Unit 40300
Authorized Location (Origins) PO Business Unit £0400
PO Business Unit 40500
a5 femevs ReweCont pg gusiness Unit 40600
1 O /Admin Ard PO Business Unit 40700
-~ PO Business Unit 40300
2 PO Busin
o U |: PO Business Unit 408
3 w1 PO Business Unit 40900
PO Business Unit 41100
w Accounts Payable PO Business Unit 41400
PO Business Unit 41500
Origin PO Business Unit 41300
Add Remove PO Business Unit 41900
10 Ongin (enter yoursf PO Business Unit 42000
PO Business Unit 42200
Functions PO Business Unit 42700 ot
Add el T PO Business Unit 42300 "
PO Business Unit 42900
10 [ Allow Single Payment Vouel A ..o 110 42000
20 [~} Authority to Qverride Match v
2 M = Manusiy @ehadile Daumante fadharizas tear tn nuarrids the Doumant Natel

Page 26

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




Job Aid

Step

Action

33.

Click in the Route Control Profile field.

v

Route Control F'roﬂle| begins with v| |

< Home

Look Up Route Control Profile

P ~
Default Origin Hele PN
Add Remove Route Control Profile| begins with »
1 O Default Origin (Loc|
Look Up Clear Cancel | Basic Lookup
Roles
Add Remove  Description Search Results
10 [l PO Approver: User generall Only the first 300 results can be displayed.
U g D
P~ O PO Buyer User may creatd View 100  First 1-300 of 300 Last
Route Control Profile
3 W O PO Requester: Usermaycl ,, 0 s0o po
DAW
PO Approval Type £sc
Add Remove Description HO1
10 [~ Approver 1-Up to 4,999 MAX
PO Business Unit (All)
2 M O ApRroverSUp 8988 o) 5 siness Unit 20000
30 [ Approver 3-Up fo 899,999 PO Business Unit 40100
20O =] Chartfield PO Business Unit 40200
PO Business Unit 40300
Authorized Location (Origins) FO Business it 40400
o . ] PO Business Unit 40500
e o PO Business Unit 40600
14 O Admin Ard PO Business Unit 40700
2 O PO Busin PO Business Unit 40300
PO Business Unit 403
3 ) PO Business Unit 40000
PO Business Unit 41100
w Accounts Payable PO Business Unit 41400
PO Business Unit 41500
Origin PO Business Unit 41300
Add Remove PO Business Unit 41300
10 Origin (enter yours{ PO Business Unit 42000
PO Business Unit 42200
Functions PO Business Unit 42700
Add il e s PO Business Unit 42300
PO Business Unit 42300
10 ¥l Allow Single Payment VOuel A n..ieenn 1 1ms 42000
20 [l Authority to Override Matc| v
2 M v} Manualh & hadula Davmante faitharizas 1isar in auarrids the Daumant Natal

34.

Enter the appropriate information into the Route Control Profile field.

For this example, type PO Origin.

Date Created: 2/28/2019 9:04:00 AM
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Job Aid

< Home

Default Origin

Remove

O Default Origin (Loc|
Description

PO Approver. User general
PO Buyer. User may create

PO Requester: User may cf

Description
Approver 1-Up fo 4,999
Approver 2-Up to 9,999
Approver 3-Up fo 999,999 9
Chartfield

Authorized Location (Origins)

Add
1
Roles
Add Remove
1|10 ]
2 M O
3 M O
PO Approval Type
Add Remove
1o [
2 M O
10 [
40 ]
Add
14
2™
30

w Accounts Payable

Qrigin

Add

10

Functions

Add
110
20

al=

Remove

]

Remove Route Conf
O Admin Arg
O FO Busini
¥ L]
Remove
Origin {enter your s
Description

Allow Single Payment Vouc

Authority to Override Match:

Look Up Route Control Profile
Help
Route Centrol Profile[ begins with v | PO ORIGIN

Look Up Clear Cancel | Basic Lookup

Search Results

Only the first 300 results can be displayed

View 100 First 4 Last
Route Control Profile

Admin Area - PO
DAW

1-a00cfa00 &

PO Business Unit (All)

PO Business Unit 40000
PO Business Unit 40100
PO Business Unit 40200
PO Business Unit 40300
PO Business Unit 40400
PO Business Unit 40500
PO Business Unit 40600
PO Business Unit 40700
PO Business Unit 40300
PO Business Unit 408

PO Business Unit 40300
PO Business Unit 41100
PO Business Unit 41400
PO Business Unit 41500
PO Business Unit 41300
PO Business Unit 41800
PO Business Unit 42000
PO Business Unit 42200
PO Business Unit 42700
PO Business Unit 42300
PO Business Unit 42900

snially Srhadile Doumants laitharizas 1eor tn ruarride the

Doument Nate)

Step

Action

35.

Click the Look Up button.

Look Up

< Home E
Look Up Route Control Profile
~
Default Origin Help
Add e Route Centrol Profile[begins with v | PO ORIGIN
1 O Default Origin (Lot
Look Up Clear Cancel | Basic Lookup
Roles
Add Remove Description Search Results
10 1 PO Approver: User generall Only the first 300 results can be displayed
i i U g r
2 & O FEneE Lo G View 100 First 1-300 of 300 Last
Route Control Profile
3 W O PO Requester: User may ¢ O ORIGIN 140
PO Origin
PO Approval Type PO Ongin 001 st
Add Remove Description PO Origin 002
10 7] Approver 1-Up to 4,999 PO Origin 003
PO Origin 004
2 2-Up o 9,393
o L |eermer2lptos: PO Onigin 005
30 = Approver 3-Up 1o 999,999.9( PO Origin 006
PO Origin 007
4 Chartfield
= ¥ PO Origin 008
a
Authorized Location (Origins) PO Ongin 009
PO Origin 010
Add Remove Route Cond FO Origin 011
14 O Admin Ard PO Origin 012
= PO Onigin 012A
2 PO Busin
M O |: PO Origin 0128
3 w1 PO Origin 012C
PO Origin 012D
w Accounts Payable PO Qrigin 012E
PO Origin 013
Origin PO Origin 014
Add Remove PO Origin 015
10 Origin (enter yours{ PO Origin 016
PO Origin 017
Functions PO Origin 018 =
Add Remove  Description AOTIT L)
PO Origin 020 v
10 [~} Allow Single Payment Voucl -, . P
210 [ Authority to Qverride Match v
2 M La Manualhy Srhadile Daumante (9itharizae 1iear tn nuarride tha Daumant Nata)
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Job Aid

Step

Action

36.

For this example, click the PO Origin 020 link.

< Home

- - ~
Default Origin Personalize | Find | 2] B First ‘&' 1of1 ‘& Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver: User generally does not create documents, but will approve requisitions or PO's.
2 W O PO Buyer: User may create state requisitions and PQ's. User name will appear on PO as "buyer”
3 O PO Reguester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Find | (1] [ First 4 1-40f4 &) Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 M O Approver 2-Up to 9,999
3 Approver 3-Up to 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2| E& First ‘4 1-30f3 &/ Last
Add Remove Route Control Prafile
14 O Admin Area - FO Q | =
2 ¥ O PO Business Unit 40600 Q [+ | =]
£l O PO Origin020 Q [+ | =
Accounts Payable
Origin Personalize | Find | ] B8 First (4 10r1 @ Last
Add Remove Value
10 M Origin (enter your site ID number or ONL for online). Q
Functions Personalize | Find | 7] [ First ‘4 1-40f4 & Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor)
200 Authority to Override Match (enables the operator to override a voucher with a match exception). v
2 v} Manualh Sehadula Daumante fautharizas 1isar tn auarrids the Srhadlad Bavmant Nata)

Step

Action

37.

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

Click the Add option.

Origin
Add

(o]

Personalize | Find |IE|| E

Remove

W Crigin (enter your site 1D number or ONL for onling):

First ‘4

Value

1of1 ‘& Last

Q
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Job Aid SAo.

< Home E @
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘}/ Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2| i First ‘4’ 1-30f3 &/ Last
Add Remove Route Control Profile
14 O Admin Area - PO [s% [+ | [=]
2 & O PO Business Unit 40600 Q, = | =
| O PO Origin 020 QU [+ [=]
Accounts Payable
Origin Personalize | Find | 2] [ First ‘& 10f1 & Last
Add Remove Value
1 O Onigin {enter your Site ID number or ONL for online) Q
Functions Personalize | Find | 21| & First ‘& 1-40f4 &/ Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception). v}
il jwi Manusihy Gohadile Daumante (2 #harizas tear tn nuarrids the Crharulad Daument Natel

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.

Value

[ Ta
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Job Aid

< Home

3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10f1 ‘}/ Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2| i First ‘4’ 1-30f3 &/ Last
Add Remove Route Control Profile
14 O Admin Area - PO [s% [+ | [=]
2 & O PO Business Unit 40600 Q, = | =
| O PO Origin 020 QU [+ [=]
Accounts Payable
Origin Personalize | Find | 2] [ First ‘& 10f1 & Last
Add Remove Value
1 O Onigin {enter your Site ID number or ONL for online) Q
Functions Personalize | Find | 21| & First ‘& 1-40f4 &/ Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception). v}
il jwi Manusihy Gohadile Daumante (2 #harizas tear tn nuarrids the Crharulad Daument Natel

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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Job Aid

< Home

A =
Default Origin Personalize | Find | £ B First ‘&' 10f1 ‘& Last
Add Remove Value
1 O Default Origin {Location) Code: Q
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 20| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
| Approver 1-Up to 4,999
2 O Approver 2-Up to 9,999
30 Approver 3-Up to 999,899,999
40 Chartfield

Authorized Location (Origins)

Add Remove Route Control Profile
14 O Admin Area - PO [s% [+ | [=]
2 & O PO Business Unit 40600 Q, = | =
| O PO Origin020 QQ [+ | [=]
Accounts Payable
Origin Personalize | Find | 2] [ First ‘& 10f1 & Last
Add Remove Value
1 O Onigin {enter your Site: ID number or ONL for online): ONL Q
Functions Personalize | Find | 21| First ‘& 1-40f4 &/ Last
Add Remove  Description
10 Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception). v}
il jwi Manusihy @ehadile Daumante (2 #harizas year tn nuarrids the Crharulad Daument Natel

Personalize | Find | &2 | B

First &/ 1-30f3 &

Last

Step

Action

40.

If Create Express Checks, Process VVouchers, Payment Processing, and VVoucher 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 VVoucher and Record Payment.

Click the Add option.

gsl

Allow Single Payment %oucher (enables the operator to enter and pay a voucher to a one-time vendor).
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Job Aid

< Home E
3 ~
Default Origin Personalize | Find | (2] E First ‘4" 10of1 ‘& Last
Add Remove Value
1 O Default Origin (Location) Code: Q.
Roles
Add Remove  Description
10 PO Approver. User generally does not create documents, but will approve requisitions or PO's
2 O PO Buyer: User may create state requisitions and PQ's. User name will appear on PQ as "buyer”.
3 W O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Fing | 0| & First ‘' 1-40f4 ‘¥ Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,099,999
40 Chartfield
Authorized Location (Origins) Personalize | Find | 2| i First ‘4’ 1-30f3 }/ Last
Add Remove Route Control Profile
14 O Admin Area - PO [s% [+ | [=]
2 & O PO Business Unit 40600 Q, = | =
| O PO Origin 020 QQ [+ | [=]
Accounts Payable
Qrigin Personalize | Find | £2'] B First ‘& 10f1 & Last
Add Remove Value
1 O Onigin (enter your Site ID number or ONL for online) ONL Q
Functions Personalize | Find | 21| First ‘& 1-40f4 &/ Last
Add Remove  Description
1 W Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
20 Authority to Override Match (enables the operator to override a voucher with a match exception). v}
il Manusihy @ohadile Daumante (2 #harizas tear tn nuarrids the Crhardulad Daument Natel
< Home E
PO Approval Type Personalize | Find | 2| & First ‘4 1-40f4 *) Last ~
Add Remove  Description
10 Approver 1-Up to 4,999
2 M O Approver 2-Up to 9,999
30 Approver 3-Up fo 999,999 999
40 Chartfield
Authorized Location (Origins) Personalize | Find | & | E First ‘4’ 1-30f3 &' Last
Add Remove Route Control Profile
1™ 0 Admin Area - PO a [+ | =]
2™ O PO Business Unit 40600 Q [+ | [=]
3 M O FO Origino20 aQ [+ | =]
Accounts Payable
Qrigin Personalize | Find | 2] =] First ‘&' 10of1 ‘& Last
Add Remove Value
1 [ O Origin (enter your site ID number or ONL for online). ONL (s}
Functions Personalize | Find | 2] First ‘&' 1-40f4 & Last
Add Remove  Description
1 O Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor).
2 0 Authority to Qverride Match (enables the operator to override a voucher with a match exception).
3 dJ Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).
40 Record Payment (enables the operator to manually record a payment on the voucher payment page).
Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
module by clicking the triangle in the blue module header. You can also expand/collapse all modules by clicking the buttons
below.
Expand All Collapse All
[G)save ||[G" RetumtoSearch ||+ Previousin List Next in List [Eh Add
Security Request | Comments | Activity Security | Procurement Security | User Information | Security Approval | Status History v
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Step Action

42. Click the Add option.

4 [ Record Payment (enables the operator to manually record a payment on the voucher payment page).

< Home

PO Approval Type Personalize | Find | 2| [ First ‘4 1-4of4 &) Last
Add Remove  Description

10 Approver 1-Up to 4,999

2 M O Approver 2-Up fo 9,999

30 Approver 3-Up to 999,899,999
40 Chartfield

Authorized Location (Origins) Personalize | Fina | (2| E& First ‘& 1-30f3 &/ Last
Add Remove Route Control Profile

1 O Admin Area - PO Q [+ | [=]
24 O PO Business Unit 40600 Q [+ | =
3 M O PO Origin020 Q H | =

Accounts Payable

Origin Personalize | Find | 1] B First (4 10f1 b Last

Add Remove Value

1 O Origin (enter your site ID number or ONL for online): ONL Q
Functions Personalize | Find | 22| =] First ‘4 1-40fd &) Last
Add Remove  Description
1 W O Allow Single Payment Voucher (enables the operator to enter and pay a voucher to a one-time vendor)
20 Autherity to Override Match (enables the operator to override a voucher with a match exception).
30 Manually Schedule Payments (authorizes user to override the Scheduled Payment Date).

4 W (] Record Payment (enables the operator to manually record a payment on the voucher payment page).

Expand each module individually by clicking the triangle in the blue module header. Collapse the individual expanded
meodule by clicking the triangle in the blue module header. You can also expandfcollapse all modules by clicking the buttens

below

Expand All Collapse All

[Flsave | [ Returnto Search ||#] Previousin List ext in List =% Add

Security Request | Comments | Activity Security | Procurement Security | User Information | Security Approval | Status History

Step Action

43. Be sure to review the page entries.
Always be sure to save your work.

Click the Save button.

|5l Save
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< Home
Expand All Collapse All

If none of the information listed below applies to your PeopleSoft Security request, there is no need to return this page of
the application

Purchasing
Default Ship To Address

ShipTo SetiD: 40600 Ship To: PO_001001

Address Line 1: Depariment of Banking & Finance
Address Line 2: 645 Molly Lane
Address Line 3: Suite 14D
City: Woodstock State: GA Postal Code: 30189-3733

Default Location

Location SetID: 40600 Location Code: 406+++406+

Address Line 1: 2990 Brandywine Road
Address Line 2: Suite 200

Address Line 3:
City: Atlanta State: GA Postal Code: 30341
Default Origin Personalize | Find [ 0] B Fist (4 10r1 () Last
Add Remove Value
1 O Default Origin (Location) Code: ONL Q
Roles
Add Remove  Description
10 PO Approver: User generally does not create documents, but will approve requisitions or PO's.
2 W O PO Buyer: User may create state requisitions and PO's. User name will appear on PO as "buyer”
£~ O PO Requester: User may create state requisitions and their name appears as "requester”.
PO Approval Type Personalize | Find | 2| B8 Fist (0 1-40f4 ) Last
Add Remove  Description
10 Approver 1-Up to 4,999
2 W ] Approver 2-Up to 9,999

Step

Action

44,

Click here (https://www.surveymonkey.com/r/25KG2HH) to take a quick survey.

Thank you!
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