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Workflow! 

Preparing for  
Your Security Workshop 

PeopleSoft  
8.9 Financials Upgrade 
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Session Objectives 

•  Assign tasks to complete before Security 
Workshop  

• August 6 – Group 1 
• September 10 – Group 2 

•  Review milestones 
•  Discuss tasks due in May and June 
•  Answer questions 
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Workflow Tasks 

•  Assign users to perform generic jobs 
(“Administrators”) 

•  Assign ePro department approvers 
•  Assign ePro project approvers 
•  Complete Self Registration  
•  Perform existing User ID clean up 
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Workflow Tasks (cont’d) 

•  Assign Expense Approvers 
•  Department Level 1 
•  Department Level 2 
•  Project Managers 
•  Reviewers 
•  AP Auditors 

•  Configure System 
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Schedule Overview 

= Critical project tasks to complete 
before the Security Workshop  
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Milestones 
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Self Registration Status 
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Self Registration Status (cont’d) 
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Milestones 

June 2008 
•  6/6 - Assign Expense department level 1 

approvers 
•  6/13 - Assign Expense department level 2 

approvers 
•  6/23 - Assign Expense reviewers 
•  6/23 - Assign Expense project manager 

approvers 
•  6/30 - Assign Expense AP auditors 
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Milestones 

June 2008 to Go-Live 
•  Complete Self Registration for any new 

employees 
•  Actively maintain approver spreadsheets 

•  No communication with OIIT is required after the 
initial submittal of any approver spreadsheet 
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Task #1 

Assign users to perform generic jobs 
•  Chartfield Administrator 
•  Workflow Administrator 
•  Expense Administrator 
•  ePro Administrator 
•  Expense Cash Advance Administrator 
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Task #1 (cont’d) 

Assign users to perform generic jobs 
•  Associate users with generic jobs using  

Event Brite 
• See the Weekly Update for hyperlinks 

•  Michael Casuccio will compile a master listing 

Due May 23rd 
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Status - Task #1 
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FAQs – Task #1 
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FAQs – Task #1 
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FAQs – Task #1 
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FAQs – Task #1 



18 

FAQs – Task #1 
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FAQs – Task #1 
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FAQs – Task #1 
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Task #2 

Assign ePro Department Managers / Approvers 
•  Receive Email from OIIT, attaching 

spreadsheet with two Tabs (completed 5/14) 
1.  Department Manager Tab - Lists the name of the 

individual who is listed on the active department 
chart field definitions in Financials 7.5 

2.  LookUp Tab - Lists the name, EMPLID, USERID 
for each active employee listed in the HRMS 
system in 7.5 
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Task #2 (cont’d) 

•  Update spreadsheet, using instructions  
on Department Manager Tab 

•  Send email back to psfin_upgrade@usg.edu 
attaching updated spreadsheet 

Due May 23rd 
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Task #2 (cont’d) 

Demonstration of spreadsheet update process 
–   See Appendix A for more information 



24 

FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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FAQs – Task #2 
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Final Recap 
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Final Recap 
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Final Recap 

Questions? 
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Final Recap 
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Appendix A - Instructions 

Step 0:  Save the spreadsheet to your Desktop so it will be 
easy to find 

Step 1:  Enter the Business Unit and Institution Name in 
Cells B2 and B3 

Step 2:  Update the manager name in Column D, as 
needed 

Step 3:  Use the Filter icon (see Comment Box) in Column 
D to only display one manager at a time 

Step 4:  Go to the Lookup Tab and find the manager's 
name, EMPLID and OPRID 
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Appendix A - Instructions 

Step 5:  Highlight and copy the personal data name, 
EMPLID and OPRID, then paste the values into 
Columns D, E and F on the Department Manager Tab 

Step 6:  Populate any blank cells in Columns D, E or F 
(especially the EMPLID and OPRID/USERID) **VERY 
IMPORTANT 

Step 7:  Repeat Steps 2 through 6 for each department / 
manager  

Step 8:  Save the spreadsheet again and return it to Ashley 
Young (psfin_upgrade@usg.edu) at OIIT via email on or 
before May 23 
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Department Manager Tab 

Refer to your 
email attachment 
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LookUp Tab 

Blocked 
for 

security 
purposes 

Refer to your 
email attachment 


