CHAPTER 4
CEEM S ACCESS REQUEST

PURPCSE:

This function is used to initially establish the user and request
access capabilities in CEEM S Al users nust perform this
function. Once a user has requested their access capabilities then
the Responsible Enployee wll approve or revoke the access
requests.

PROCEDURE

A.  User conpletes informati on about thensel ves and requests report
access capabilities for each applicable report. User requests
capabilities to be able to create/update, generate or view report
data for each appropriate FOA. Mre than one FQOA can be requested
per user.

B. Desi gnated Responsible Enployee approves/revokes access
requests.

C. UFC DBA grants final approval and establishes the access |evels
in coordination with the Responsi bl e Enpl oyee.

D. Once all access perm ssions and | evel s have been granted, user
is considered an active CEEM S user. The nenu choi ces and snart
codes will now function.

E. Desi gnat ed Responsi bl e Enpl oyee can revoke any user access
capability at any tine.

ADDI TI ONAL | NFORVATI ON:

Each user is identified as a district, division, HQUSACE or UFC
| evel wuser.

Ref erence Chapter 1 for User Access Levels.
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TO REQUEST CEEM S ACCESS SCREEN NAVI GATI ON:

Fromthe CEEM S Main Menu (Screen HQL. 0):

ENTER CHA CE Enter 2. Press Enter.

% Signaterm 2.0 [cpc23]

Connections  Edit Wiew Options Help
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USERTD
THRITHED
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THRITHED

Enter your last name.

Count: #1

V1220 |

LAST HArE FIRST HAYE S5H LAST 4 DIGITS
DT TR

MILE OFFICE SW1B0L
COMTERCTAL PHORE # FIS PHOME #
FAX_PHOKE #

(91374-05¢

EIMIL ADORESS

CTRL-F1 REQUEST-CIVIL ACTOUNTING FUNCTIONS
CTRL-F2 REQUEST- CCOUTING FUHECTIONS
CTRL-F3  REQUEST-REWOLUTHG FUND ACCOUHTING FURCTIONS
CTRL-F& REQUEST ACCESS APPROVAL/REVOKE RCCESS

<EHD> COMIIT————=F 18> ExII

<Replace >
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User 1s now at screen HQL. 2 - Ceem s Request Screen.

USERI D

SYS USERI D

Aut omatical ly popul at ed
with the USERI D of the
user | ogged in.

Aut omatical ly popul at ed
with the OPS$USERI D of
t he user | ogged in.
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LAST NAME

FI RST NAME

SSN (LAST 4 Digits)

TI TLE

OFFI CE SYMBOL

COM PHONE #

FTS PHONE #

FAX PHONE #

Enter your | ast nane.
Press Enter.

Enter your first nane.
Press Enter.

Enter the last four(4)
digits of your social
security nunber (SSN).
Automatically skips to
Title field.

Enter your position
title. Press Enter.

Enter your conplete
of fice synbol. Press
Enter.

Enter your conplete
commerci al phone nunber.
For mat nust be

( XXX)  XXX- XXXX.
Automatically skips to
FTS phone #.

Enter your conplete
FTS phone nunber or
Press Enter to | eave
Bl ank. Format nust be
XXX- XXXX.
Automatically skips to
FAX phone #.

Enter your conplete
FAX phone nunber.
For mat nust be
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( XXX) XXX~ XXXX.
Automatically skips to
Aut ovan phone #.

AUTOVAN PHONE # Enter your conplete
Aut ovan phone nunber or
Press Enter to | eave
bl ank. Format nust be
XXX- XXXX.
Automatically skips to
EMAI L addr ess.

EMAI L ADDRESS Enter your enmil|l address.
Press Enter. To |eave
bl ank press enter.

PRI NTER SI TE Enter your renote printer
site station nanme. Press
Enter.

Press END to conmt data entered.

This information can be changed at any tine by the user. User
noves to the appropriate field to change by pressing enter.
Renenber to press end to commt any changes.

Press F10 to exit the form

Press one of the Control Functions Keys to request report access
for the appropriate nodul e.
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CONTROL FUNCTI ON KEYS:

CNTRL-F1 - REQUEST ClVIL ACCOUNTI NG FUNCTIONS. Press this function
to request access to all civil accounting reports.

CNTRL- F2 - REQUEST M LI TARY ACCOUNTI NG FUNCTIONS. This function is
not available at this time.

CNTRL- F3 - REQUEST REVOLVI NG FUND ACCOUNTI NG FUNCTI ONS. Thi s
function is not available at this tine.

CNTRL- F6 - REQUEST ACCESS APPROVAL/ REVOKE ACCESS. Press this
function to approve or revoke user access requests. |In order to

use this function key user nust be identified as the Responsible
Enmpl oyee.

Cl VI L ACCOUNTI NG FUNCTI ONS REQUEST SCREEN NAVI GATI ON:
From Screen HQL.2 - Request G vil Accounting Functions

Press CNTRL- F1.

User is now at Screen HQL.21 - CEEM S Request Access Screen For
G vil Accounting Functions.
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% Signaterm 2.0 [cpc23]

Connections Edit Yiew Options  Help
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CTRL-<F1> WIEW ACCESS——=EHD> COMIT——————  =F 18> EXIT

FRM-48486 : Transact ion complete -- 1 records posted and commitied,
Count: #3 <List *Replace>

1

viz20 | | ONLNE

USERI D Aut omatical ly popul at ed
from previ ous screen.

LAST NAME Aut omatical ly popul at ed
from previ ous screen.

FI RST NAME Aut omatical ly popul at ed
from previ ous screen.

FCA CODE Enter FOA Code requesting
access for. Press Enter.

R

Press F4 for a list of al
the valid FOA codes

CERM AO
30 January 1996



avail able to select from

|f the F4 key is used, a pop up window will appear that contains
all the valid smart codes the user has been granted access to use.
User can:

USE UP OR DOMN ARROW KEYS Use these keys to nove up
or down the list in the
pop up wi ndow to the
desired sel ection.

PRESS TAB Use the tab key to nove
cursor to the find field.
Once in the find field
enter a value and press
enter to execute the

query.

PRESS ENTER Use the enter key to
sel ect the choice.
Systemw || automatically
nove to the appropriate
screen to continue on.

PRESS F10 Use the F10 key to exit
t he pop up w ndow and
return to the previous
screen with no action.

REPORT COLUWN Enter C, Gor V or Press
Enter to | eave bl ank.
Automatically skips to
next report on the |ist.

Code C represents the capability to create/update/ generate/view.
Code G represents the capability to generate/view
Code V represents the capability to view.

Press END to commit the data entered.
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Press CNTRL-F1 to view report access requests.
Press F10 to exit form
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VI EW REPORT ACCESS REQUESTS SCREEN NAVI GATI ON:

From Screen HQL.21 - CEEM S Request Access Screen For Cvil
Accounti ng Functions.

Press CNTRL- F1.

User is now at screen HQL. 211

% Signaterm 2.0 [cpc23]

Connections  Edit Wiew Options Help
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CEEMIS REQUEST ACCESS SCREER HI1.211

CIVIL ACCOUATIAG FUHCTIO0MS

\ISERTD LAST HAME FIRST HAME
TRRIFHED DRAKE MERE |

FOR_CO0E [CESS I5 RENUESTED FOR HFPHQUED

F 16> ERIT
<Replace >
USERID Aut omatical ly popul at ed

from previ ous screen.
LAST NAME Aut omatical ly popul at ed
from previ ous screen.
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FI RST NAME Aut omatical ly popul at ed
from previ ous screen.

Report Access Requests that have been approved will contain "Y" in
t he approved col umm.

Report Access Requests pending approval wll be blank in the
approved col umm.

Report Access Requests that have been disapproved wll no |onger
appear on the screen. Contact the Responsi bl e Enpl oyee regarding
any di sapproval s.

Once a request has been approved it nust be revoked by the
Responsi bl e Enpl oyee.

Press F10 to exit form

DELETE AN UNAPPROVED REQUEST:

Whil e on Screen HQL. 211 user can del ete any request that contains
blank in the approved field. These are requests that have not been
approved by the Responsible Enpl oyee yet.

To delete use the up/down arrow keys to nove the cursor to the
report access to be deleted. Press Shift F5. Press END to commt.

Press F10 to exit form
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