Either the Organization Manager or Proxy Assigns Approvers

Approvers of Timesheets and Leave Reports are assigned for the Organization level and at the Employee
level. The Approvers can be selected or removed by the Organization Manager or a designated Proxy.

When replacing a current Approver with a new Approver, the current Approver must be removed before
the new Approver can be assigned.

Steps to Follow, or see Screen Shots below

1. The Org Mgr signs into RaiderLink, click on the A&F Work Tools tab, and click on TeamApp. .......... 1
2. Onthe Quick Links Page, click ACCESS REQUEST. .....ccccuuiiiieiiiie ettt e et e e e ee e e eaaeee e 1
3. Onthe Select Application page, click HR SECUNitY ACCESS. ....cccecuiriieiiiieeeeiiieee et e e e ecree e eeeaee e 2
4. Onthe Select User page, enter the approver’s eRaider ID. .......cccceviiicieieiiiiiee e 2
5. On the Select HR Security Roles page, select WTE or WLR APPrOVEr......cccuveeeeivveeeeciieeeeciveeeeeeneeeens 2
6. On Select ... Options page, select the Routing Form and Approver Level, then click Next................. 3
7. Only if a Proxy, choose the Assigner (Org Mgr) being represented.........cccceccueeeceeeccieeccieesiee e 3
T 01 o I 4 Y €] - [ O = 1 Yol 4

1st, Review the Level, Form, Approver, and Routing ChoiCes. ..........ccceeeeciiiiieiiiiec e 4

2nd, Choose Organizations or Employees to Add or REMOVE. ........uuveeeeeiiiiiciiiiieieee e e e 5
9. A “Granted” or a “Revoked” confirms the changes. ..o 5

Close the browser window to exit or choose another link in TEamMAPP. ...cccvveeeeciieeecciee e, 5

1. The Org Mgr signs into RaiderLink > A&F Work Tools tab > TeamApp.

2. On the Quick Links Page, click Access Request.

Quick Links

4 View My Banner Acr s

4 Reset Passwore

: e ra Welcome to the TEAM!

Wha§would you like to do today?

Request Access to Banner Finance, Human Resources or Student
Use Reports
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Either the Organization Manager or Proxy Assigns Approvers

3. On the Select Application page, click HR Security Access.

Select Application

4 Home
4 View My Banner Access
4 Reset Password
4 Access Request
4 Admin Functions

4 Reports.
Student Security Request

Note: If you do not see an option for the system to which you are requesting access, please email
eas.is@ttu.edu for further assistance.

4. On the Select User page, enter the approver’s eRaider ID.

JBOTROS

: UDEV Select lJser

4 Home

liew My Banner Access Select Application Select Role. Confirmation
Complete. |~ — | ncompiete | —b|  Incomplete
S —1 e

\ccess Request

4 Reports eRaiderlD: |byanders | Search for eRaiderlD

Please enter the eRaiderID or search for the eRaiderlD of the person you are registering.

5. On the Select HR Security Roles page, select WTE or WLR Approver.

4 View My Banner Access Select Application Seffc User Seled Role Ganfirmation
-

A e
+ Reset Password v Complete Eomplete 2 InProcess Incomplete
4+ Access Request

< Reports

HR Seclyrity Role

O Electr Personnel Action Jform (EPAF) Approver
Web Time Entry (WTE) A
Web Leave Report (WLR) Approver
Web Time Entry / Web Leave Report Proxy

- HR Reporting (Cognos)

Previous | | Next

Note: Select the desired role for the person you are registering.
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6. On Select ... Options page, select the Routing Form and Approver Level, then click Next.

Select Options

4 View My Banner Access
4 Reset Password
4 Access Request
4 Reports
Select Approval Form

® Organization Level Choose Routing "Form"
_ Employee Level

Select Approval Level
 Level 1 Approver 1st or 2nd Approver
_ Level 2 Approver

Note: Select the desired Approval Form and Level for the person you are registering

7. Only if a Proxy, choose the Assigner (Org Mgr) being represented click Next.

Select WTE Assigner

4+ Home
iew My Banner Access Select Applization S - Selest ol
set Password v Conpiate * * | v Compiete
cess Request

min Functions

Select WTE Assigner

@ Botros, Jonathan (JBOT65)

Note: Select the desired WTE access assigner
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8. On the Grant Org Access:
1st, Review the Level, Form, Approver, and Routing choices.

Grant Org Access

Salect Mpplication Salact Usar Salect Rala Salect Options Salac Orgs Confirmation

Al
Compleie —+ /CL'I\[. e /CG"\F mte —+ v Comateie —+ & InFrocesz —+ noompets

eb Time Entry (WTE) Approver Verify Organization or Employee Routing

|‘Jerify th‘e‘LeveI, Fom and Ap;:‘l'rover I

Name: ByronAnﬁson
Eraiderld: byanders

Orgn Selection
Select Orgn Code Orgns Selected
AFISM Training (T-C11001)

Find a list of "unassigned:" Find a list " Selected for this

" U Approver:”
Organizations * Drganizations
Employees * Employees

AV

Find a list "Assigned to a different Approver:"
* Organizations
* Employees \

Assigned Organizations: Assigned to:
[_1Admin and Finance Info Systems Mgmt (T-C11000) Botros, Jonathan (T94773)
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2nd, Choose Organizations or Employees to Add or Remove.

Orgn Selection
Select Orgn Code Orgns Selected
AFISM Training (T-C11001)

ADD: Highlight and click ONE |ALL |*>
ormove ALL to "Selected"--  |one | >

< | PuE| - REMOQVE: Highlight and click
,Z ki | ONE or move ALL to "Select”

|Check thegox to rem ove from the Assigned Apﬁrnver, then SUBMIT |

Assiﬁgd Organizations: \ Assigned to:
C1Admin and Finance Info Systems Mgmt (T-C11000) Botros, Jonathan (T94775)

To ADD: Highlight one and click “>”, or Click “>>" to move ALL (no highlighting needed)
SUBMIT when finished.

To REMOVE: Highlight one and click “>”, or Click “>>" to move ALL (no highlighting needed)
SUBMIT when finished.

Remove Assigned Approvers: Click the box and SUBMIT to revoke and receive confirmation,
then start again to assign to the new Approver.

9. A“Granted” or a “Revoked” confirms the changes.
Close the browser window to exit or choose another link in TeamApp.

JBOTROS

uDEV Confirmation

Access Request

Your Request has been Submitted.

Submit Another Request

HR Security Request Summary

eRaider ID: byanders - Byron Anderson
Tech ID: RONE02742

Security Modificatiol WTE Approver
Organization Level
Level 1
Name COAS - ORGN
Orgs Granted:  AFISM Training T-C11001
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