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TEAM-Web User’s Guide





Help Desk Utilities





 





Help Desk Utilities


Change Project Number


 





Access the Help Desk Utilities by first expanding the menu under TEAM Administration by clicking on the plus sign to the left of it.





Click on the words Help Desk Utilities and a query screen will appear to the right.





Enter your application search requirements and hit enter or click on Submit Query.





Enter in the new project number data by the State, Section ID, Activity, and Sequence number.





If you would like to reset to the existing project number, click on the Reset button.





Certain Section ID’s can only be selected depending on the chosen Section of Statute.  If an unacceptable Section ID is entered, TEAM will give the user a system message notifying them and providing them with a list of permissible Section ID’s for that Section of Statute.





Once you have entered in the new project number information, click on the Submit button. 
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Help Desk Utilities


Delete Project


 





First query for a project and highlight the desired project by clicking on it.





Then click on the words Delete Project in the main menu under Help Desk Utilities.





A message box with pop up asking whether or not you are sure you would like to delete the project.





If you are sure that you would like to delete the project, then click on the OK button.
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Help Desk Utilities


Delete Milestones


 





First query for a project and highlight the desired project by clicking on it.





Then click on the words Delete Milestones in the main menu under Help Desk Utilities.





A message box with pop up asking whether or not you are sure you would like to delete the milestones.





If you are sure that you would like to delete the project’s milestones, and then click on the OK button.
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Click on the menu Delete User Locks. If none of the user accounts is locked a dialog box saying “No Outstanding Locks” will appear.





If some user account is locked, it will show up in query- highlight it and click the DELETE button.





User account will unlock.
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Help Desk Utilities


Delete User Locks


 





To Access TEAM-Web security you must first expand the menu under TEAM Administration by clicking on the plus sign to the left of it.





Next, click on the word Security in the main menu.  This will expand the menu further and the screen to the right will change revealing a Query User form.
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Security


 








The Certify User button is used to document that the user has an Authorized User Access form on file.  Clicking the Certify User button will add a date to the Certified date field.  If the account was suspended that date will be removed.  Once the save or OK icon is selected the Certified by field will be populated with the certifying officials name.
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Click on the words Add User on the main menu.





A new user screen will open up, which is a blank Modify User screen.





The screen defaults to the General Info Tab.





Those users with access to this screen may modify/enter data into any one of these fields.





Security


Add User
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The Username, Remark, and User Note fields are all manually modifiable





A default Identity, random password, date created and the changed date are all automatically populated.





The password can be changed to a new random value by clicking Set Password.





The PIN number is generated by clicking on the Set PIN button.  The PIN can then be activated by clicking on the Activate PIN button (the Activated date will then automatically populate).  If the Delete PIN button is clicked, both the PIN number and the Activated date will disappear.





The Delete Account button will gray out all fields and prevent modification.





Security


Add User- Security Info Tab
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The Cost Center and Recipient ID information are entered in this tab.





The user can enter in each of the values manually if desired.





The details magnifying glass may also be pressed in order to reveal a new screen from which the user can select the data and have it populated for them.





Simply click on the magnifying glass button, select the radio value desired (and in some cases Select all/deselect all functional button will be available), and click OK.





Security


Add User- FTA Recipient Info Tab


 





Note:  By selecting the general offset privilege check boxes (Recipient Functions, FTA Functions, Accounting), the user will have rights to the applicable screens, but will not be able to modify or execute various transactions (PINNING, etc).





This tab allows the current administrative user to set the rights of the new user.





Select the database the user is to have rights to from the drop down box.





Select the role of the user by clicking on the appropriate radio button.





Define the user’s privileges by selecting the appropriate check boxes.





Security


Add User- Roles/Privileges Tab


 





Note:  Please refer to the section detailing Add User for all other functions concerning user modification
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Modify User 
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To access a user you must first click on the word Security on the main menu to reveal the query form.





Query for a user and then highlight that use by clicking on the data in the results screen.





Click on Modify User in the main menu.





Security


Modify User
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Modifying a user follows the same criteria as the Add User functions except for the Security Info Tab.





One notable difference is that the current administrator cannot view the user’s password and PIN numbers for security reasons (the user had the capability to change these after the initial assignment by the administrator).





Other notable differences are the Suspend and Reactivate User buttons.





Pressing the Suspend User button populates the Suspended date field.  This prevents the user from accessing the TEAM-Web system in any way.





The Reactivate User button removes the Suspended date as well as the suspension itself (the user will again be able to access the system with all of their established privileges.		





Security


Modify User
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