MVD Education and Outreach Team @ IOWA DOT

ARTS System Access Wizard Job Aid

For County System Access Requests

System Access Wizard Overview:

This ARTS System Access Wizard will enable County Treasurers as well as any other
designated administrators to submit system access requests regarding:

New (Add Employee) Requests Begins on Page 4
Modity Employee Requests Begins on Page 12
Terminate Employee Requests Begins on Page 19

Accessing the System Access Wizard in ARTS:
e The System Access Wizard can be accessed through:

o ARTS > Tools>System Access Request> ARTS Access Request

e Alternatively, users can type “AAR” in Fast Path field available near the menu bar to
launch the application.

Important DOTU Reminder:
Please advise new employees to visit https://learning.iowadot.gov to create a new user profile.

Helpful Hints:
e County users should sign into the Non-DOT Users Login side
e Users can establish the same username they will be using for ARTS
e Users should utilize their business email address, rather than a personal email
e Users can contact the MVD Education and Information Team at
mvd.edandoutreach@iowadot.us, for account assistance, including name changes,
email address changes, and division changes.
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ARTS User Groups Defined:

DL Issuance For users that will be performing Drivers Licensing (DL) functions.

VRT For users that will be performing Vehicle Registration and Titling
(VRT) functions.

Both (DL & For users that will be performing both DL and VRT functions.

VRT)

User groups may change -

e To add a user group to an employee’s access profile, a Modify Employee Request should

be submitted.

e To remove a user group from an employee’s access profile, or if an employee retires, or
is terminated, a Terminate Employee Request should be submitted.
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Summary of Steps:

New (Add Employee) Requests:

1. Access the System Access (SA) Wizard in ARTS.
Input the employee’s name and email address (required).
Select “Next”.
Select the request type “Add Employee” and category (DL Issuance, VRT, or Both).
Select “Next”.
Specify if the employee will be issuing driver’s license by checking the box.
Input employees date of hire and select a minimum of one location and one CD/Vaults.
Select “Next” (not be available unless a location and cash drawers/vaults have been
added).
9. Summary of Request screen will appear. Confirm its accurate and select “Next”.

a. Note- Users can select back to make any necessary corrections.

10. Submit system access request by selecting “Finish”.

O Nk Wy

Modlfy Employee Requests:

Access the System Access (SA) wizard in ARTS.

Input the employee’s name and email address (required).

Select “Next”.

Select the request type “Modify Employee” and the desired category.

Modify access as desired.

Select “Next” (not be available unless a location and cash drawers/vaults have been

added).

7. Summary of Request screen will appear. Confirm its accurate and select “Next”.
a. Note- Users can select back to make any necessary corrections.

8. Submit system access request by selecting “Finish”.

U A LN

Note: For changes to email address, name, and/or division, please send an email to
mvd.edandoutreach@iowadot.us to ensure the IOWA DOTU account is also updated
accordingly.

Terminate Employee Requests:
1. Access the System Access (SA) wizard in ARTS.
Input the employee’s name and email address (required).
Select “Next”.
Input “Date of Termination” and comments.
Select “Next”, then “Finish”.

ol
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Detailed Procedures:

New (Add Employee) Requests:
1. Access the System Access (SA) Wizard in ARTS.

a. Access ARTS and Log-In

b. From the menu on the home screen select:

1. Tools- System Access Request- ARTS Access Request.

=2 ARTS Console (Pre-Prod) = o x
Console  View Work Management VRT Reports PWD  Plate Merge Customer MC5S  Inventory  Finance Dvivers Reports  Drivers
Deslesr Customer CashDrawer  APS inistration R Window Help
Fast Path = Go East Path CtrisF
Change Password / Contact Info
Alests
Bureau of Investigation
Cannabidiel Registration
Correspondence
Desler Inquiry
Drinking Driver School
Exception Case Management
Finalize Transaction
(2]
Infraction Mapping
MNMVTIS Vehicle Inguiry
Password Reset Registration
PinPad
Print Manager
Profiles
SR22

Trestment Evaluation School

OR

2. Type “aar” in the Fast Path available near the menu bar and select “Go”.

= AATS Console (Production)
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The SA (System Access) Landing Page will appear.

3.

Input the employee’s name and email addresses for employee and supervisor.

4. Select “Next” (not be available unless all required fields have been populated).

5A Request - Landing Page - Please provide Employee Mame and Email Address - [Decernber 24, 2015]

Welcome

This wizard zllows you to create new system access request.

Please provide employee name, then an email address
then Supervisor name, then an email address

===

v

First Name: Middle Name:

Last Name:
Steven

Greg

Email Address of employes:
Steven Greg@gmail .com
Supervisor/Treasurer Name Submitting this Reguest:

Abbasali Trunkwala

Supervisor/Treasurer Email Address:

abbas trunkwala@gmail com

Click on "Next™ to Continue

< Back Mext > [

Cancel
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Users will be taken to the Type and Categories screen.

5. Select the request type “Add Employee” and choose the desired category. See ARTS
User Groups Defined in the document’s overview section for assistance with selecting the
desired category.

6. Select “Next”.
Note: The “Next” button will only enable if User performs above action.

58 Request - Please select Type & Category for: Steven Grey - [Decernber 24, 2005) o[ B 8|

Plegse select & Request type and As calegory

Request Typa: Employes
Maodify Employes
Tarminate Employes

Type Cal i 0

ype eleganes DL lssuance |

VAT
Both{D)LEVRT)

Clhick on "Next™ to Conbimue...

[t (e ) [ ]
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Depending on the category selected, users will be taken to the DL Issuance, VRT, or Both
(DL&VRT) access screens. See below for required fields that need to be completed before

proceeding to step 8.

Category:

Required Fields in System Access Wizard:

DL Issuance

55 Pegunt - Add Employes - DL hsusnce Steven Greg - [December M, 2115] o | & E

Aequeat Type 2 Employee - DL lisumece Employes Name.  Steven Geag
Suprwiny Mame Akl Troriowply Employes Emal Shrven GregiEgmad om
Sxgaerwa s Liresd mobas trarkaalapmas! com Counky Hame Eair
aible Chinrnipes
Ape Date of Hiro:

I 4| County employes Baung diver’'s Boense? I

Stabe empioyes Ssung drved’'s hoonse?
COL Drive Giver?

Car Deve Groar?

Motoecyche Deive Giver?

Roquired Actions

Comments Thigig bost for ADD Drver Wioddiow in Developmant srvrmnement

Oy Viaalts:

OIS - Cadl Drdwap |
OrdaCs - Cash Drwety 3
CVACS - Cashi Drawer ]

dnlon Groups
Hore
Al
Arkieey DL Sramen
Apar [3susnoe Subon

Mandatory Fields:

“Date of Hire”- This can be any date in past as well as future.

Required Actions (Fingerprinting, Background Check, SA for Access, Add

to LMS group) are mandatory on this workflow and will be selected by

default and disabled.

Select at least one location.

Select at least one CD/Vaults information.

“County Employee issuing driver’s license?”:

o If User selects this option, by default All Locations Cash drawers &

Consolidation groups will be available for selection for all available
locations.

o Consolidation groups will become visible and it is mandatory to
select consolidation groups.
“Comments”- Should specify if drive tablet access is needed, the default
location, indicate what existing user this new user should mirror. Also specify
if user will need access to inventory.
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VRT
F'En Request - Add Employes - VRT: Steven Greg - [Decernber M, 2015] = | BB
Request Type: A Employee - VAT Employes Name:  Steven Gieeg
Superwisor Mame:  Abbasali Trenkwala Employes Bmad:  Steven Greag@gmad com
Supervisor Emal: abbas inrkwalszgmail com County Name: S
Date of Hire: 112452015 E Faquined Actions:

Comments:  This s & best For Add Employes - VRT workdlow in development enviorment.

LocatiorsC0C0G
Locations: COyWaulis Acicount Groups:
Ay Bssuance StaSon - | &l ] Hone
o] Adair [ssuance Station Cash Drav LT
o] Mdar [ssance Slakon Vaull 1 B Aelais Temuarve Staton
chook I tot> ) [ Come
Mandatory Fields:

“Date of Hire”- This can be any date in past as well as future.

¢ Required Actions (SA for Access, Add to LMS group) are mandatory on this
workflow and will be selected by default and disabled.

“Locations”

“CD/Vaults” (Cash Drawer)

“Account Groups”

“Comments”- Specify what existing user the new user should mirror and if
the user will need access to order inventory.
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Both (DL &
VRT) rﬁ-ﬁ-ﬂtquh'l = Add Empleyee - DLEVAT: Steven Greg - [Decembser 14, 20015] o | @ 8

Roguesi Types: radd Erplenien - DLVAT Employea Hame Stmen Greg

Supervis Name sdisas b Tronkcanls Employee Erml: Sopven GragEgmal com

Supeivisor Bl abbas yunickala@gmal com County Hame: A

Apphcable Changes: Date of Hire:

o] County employes isuing diver's license 125473015 ™

Stabe employes issung diver's license? -

7] COL Drive Gaver? Raquarad Ackom

o Car Do Grgr?

¥ Moloreyche Divve Groer?

———————

Comments.  This is & best for Add Employes - Both Worldlow in development ermviomiment

Locaticns: Consclidation Groups

Adsr -Primary; Adsr - Special... | o' Hone -

cBack || et Concel |
Mandatory Fields:

e “Date of Hire”- This can be any date in past as well as future.

¢ Required Actions (SA for Access, Add to LMS group) are mandatory on this
workflow and will be selected by default and disabled.

e “Locations”

e “CD/Vaults” (Cash Drawer)

e Consolidation Groups

o  “County Employee issuing driver’s license?”:

o If User selects this option, by default All Locations Cash drawers &
Consolidation groups will be available for selection for all available
locations.

Consolidation groups will become visible and it is mandatory to
select consolidation groups.

e “Comments”- Should specify if drive tablet access is needed, the default
location, indicate what existing user this new user should mirror. Also specify
if user will need access to inventory.
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7. Once all items have been selected/requested, select “Next”.

a. Note: All mandatory information must be selected before “Next” will become
available.

Users will be taken to the Summary Page. This is a confirmation page and last chance for users
to make any modification to the system access request.

8. Review the summary page and confirm it is accurate.

a. Ifaccurate- Select “Next”.

b. Ifinaccurate- Select “Back” and make the necessary corrections.

Summary of Request for: Steven Greing - [November12, 2015]

= ===
Request Type: ChangeEmployee-Both Employee Name:  Steven Greing
Supervisor Name: Abbasali Trunkwala Employee Email: steven@gmail.com
Supervisor Email: sbbas trunkwala@gmail com County Name: Adair
You are about to create System Access Reguest for :Steven Greing

for category : Both

Please Press "Next” to Continue

P
<Back (|| Ned> )| Cancel |
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Once the confirmation has been confirmed and users select “Next” they will be taken to the final
confirmation page.

9. Select “Finish” to close out.

Final Completion of Request for Steven Greing - [Movernber 12, 2015] o || =@ [
Congralulaions

You have successfully created system access request for "Steven Greing

|

If there is an error while creating the system access request, the page will be displayed as shown
in below screen shot.

Final Completion of Request for: Steven Greing - [Movember 12, 2015] | = | = | 2 |

Error Occured!

Unexpected error cccured while creating your system access reguest for Steven Greing
Flease contact your System Administrator!
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Modify Employee Requests:
1. Access the System Access (SA) Wizard in ARTS.

a. Access ARTS and Log-In

b. From the menu on the home screen select:

1. Tools- System Access Request- ARTS Access Request.

2 ARTS Consale (Pre-Prod) - o X
Consale  View Work Management WVRT Reports PWD  Plate  Merge Customer  MC5  Inventory  Finance Dvivers Reports  Drivers

OR

2. Type “aar” in the Fast Path available near the menu bar and select “Go”.

= AATS Console (Production)

Reports PWD  Finance Drivers Reports  Deivers  Customer  Cash Drawer  APS  Took Window Help

The SA (System Access) Landing Page will appear.
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3.

Input the employee’s name and email addresses for employee and supervisor.

4. Select “Next” (not be available unless all required fields have been populated).

SA Request - Landing Page - Please provide Employee Mame and Email Address - [Decernber 24, 2015] o || B3| 2]

Welcome

This wizard allows you to create new system access reguest.

Please provide employee name, then an email address
then Supervisor name. then an email address

First Name: Middle Name:

Last Name:
Stewven

v

Greg

Email Address of employee:

Steven Greg@gmail com

Supervisor/Treasurer Name Submitting this Reguest:
Abbasali Trunkwala

Supervisor/Treasurer Email Address:

abbas trunkwala @gmail com

Click on "Next” to Cantinue

< Back Meod = [ Cancel
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5. Select the request type “Modify Employee” and choose the desired category. See ARTS
User Groups Defined in the document’s overview section for assistance with selecting the
desired category.

6. Select “Next”.
Note: The “Next” button will only enable if User performs above action.

54 Request - Please select Type & Category for: Steven Greig - [December 10, 2015] [a] ===

Please select a Request type and its category.....

Request Type: Add Empl |

— Terminate Employes

| Type Calegaries
Both(DL&VRT)

Click on "Mext” to Continue...

[4

[ <Back {C Ned> D[ Cancal

The Modify Employee screen will appear.

7. Users should select the desired changes (available on this screen). Options on this screen
will vary based on the category chosen.

a. Note: The “Next” button will not appear until all mandatory fields have been
completed.
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See below for samples of the screen; as well as possible required fields (based on modify reason)
that need to be completed before proceeding to step 14.

Category:

Required Fields in System Access Wizard:

DL
Issuance

SA Request - Modify Employee - DL Issuance: Steven Greg - [December 24, 2015] ==
Request Type: Modify Employee - DL Issuance EmployeeName:  Steven Greg

Supervisor Name:  Abbasali Trunkwals Employee Email:  Steven.Greg@gmail.com

Supervisor Email:  abbas trunkwala@gmail com County Name: Adair

Emplayee Updates: Applicable Changes:
] County of Employment Changed? County employee issuing driver's license?

From Location: | Alamakee - Back Office = 7] State employee issuing driver's license?
Tolocation | Adair - Primany - ] Add CDL Drive Giver? Remave COL Drive Giver?

7] Name Changed? Add Car Driver Giver? 7] Remove Car Driver Giver?

New Name Greg Steven W] Add Matorcycle Drive Giver? [7] Remove Motorcycle Drive Giver?

Departmert Updates Reauired Actions:
] Current VRT enly - add DL?
Current DOT employee non-DL - add DL?

Comments: This is a test for Modfy emp - DL lssuance in development environment.

Locations/CD/CG

Locations: CD/Vaults: Consclidation Groups:
Adair - Primary - Nane

M Al

Adair - Primary - Account Group

Adair Vault 2

<Back || Ned> | [ Cancel

Potential Mandatory Fields:

The following fields may be required, depending on the type of modify request being
submitted:

“County of Employment Changed?”- it is mandatory to select current
“From Location” and new “To Location” information.

“Name Changed?”’- it is mandatory to provide “New Name” information.
“Current VRT only — add DL? Or “Current DOT employee non-DL —
add DL?” - Background Check and Fingerprinting task/action items will
become mandatory for this workflow and will be selected.

It is also mandatory to select at least one location and one CD/Vault and one
Consolidation groups.

“County employee issuing driver’s license?”: If User selects this option, by
default all locations will be selected. Consolidation groups will become
visible. It is mandatory to select Cash drawer and consolidation group.
“Comments”- Should specify if drive tablet access is needed, the default
location, indicate what existing user this new user should mirror. Also specify
if user will need access to inventory.

6/22/2021
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Below is a sample Modify Request for a user that just completed their CCE training
and now needs the CCE Examiner role added in ARTS and access to the drive tablets

for their county:

System Access Request WorkFlow.

[e=]=]
Request Type: Modify Employee-DL Issuance Employee Emait cpr Tty org Termination Date:
Request Date: Thu, Mar 21, 2019 Supervisor Neme:  Cynthia Delp Date of Hire:
Employee Name:  Crystal Price Supervisor Email.  cynthia.delp@iowadot.us County Name: Polk
Applicable Changes: Employee Updates: Department Updates:
County employee issuing driver's license? NA County of Employment Changed? NA Current VRT only - add DL NA
7 -
State employee issuing driver's license? NA MEmpEEngEE? NA Current DL only -add VRT [
Current both VRT and DL - remove DL NA
Add CDL Drive Giver? Yes ChangedName:  NA
Current both VRT and DL - remove VRT NA
Add Car Drive Giver? NA Current Location:  NA
Current DOT employee non-DL - add DL NA
Add Motorcycle Drive Giver? NA NewLocation.  MNA
Remove CDL Drive Giver? NA
Remove Car Drive Giver? NA Camments: g4 CCE Examiner and Drive Tablet Access for Crawford County -
Remove Motorcycle Drive Giver? NA
Assacisted Task(s)
Request ID Task Status 1D Updated By Updated On Comment
3 955/ SAAccessitems |Pending System 3/21/2019 B
955/ LMS Pending System 3/21/2018 [
Locations Assigned- CD/Vaults Assigned Consalidation Group Assigned
Crawford Issuance Station ALL

Not Applicable

6/22/2021
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SA Request - Modify Employee - VRT: Steven Greg - [December 24, 2015] (== |[=]
Request Type: Medify Employee - VRT Employee Name: Steven Greg
Supervisor Name: Abbasah Trunkwala Employee Email: Steven.Greg@gmail.com
Supervisor Email: sbbas. trunkwala@gmail .com County Name: Adair
Employee Updates: Department Updates:

[#] Current DL only - add VRT?

[#] County of Employment Changed? .
[] Current both VRT and DL - remove DL?

From Location: | Adams - Special Processing

Ty Required Actions;
To Location: |Ma\r - Primary bt |

[¥] Name Changed?

Mew Mame  VRT Mody Comments: This is a test for Modify employee - VRT wordlow in
development environment

Locations/CD/CG
Locations CD/Vaults Account Groups
Ankeny DL Station - | all - 1] None
o] Ankeny DL Station Back Office Al
| Ankeny DL Station Cash Draw -/' Ankeny DL Station

Ankeny DL Station Vault 1

1 »

<Back | Net> | [ Cancel

Potential Mandatory Fields:

The following fields may be required, depending on the type of modify request
being submitted:

e “County of Employment Changed?”’- it is mandatory to select current
“From Location” and new “To Location” information.

e “Name Changed?”- it is mandatory to provide “New Name” information.

e Required Actions (SA for Access, Add to LMS group) are mandatory on
this workflow and will be selected by default and disabled.

e “Locations”, “CD/Vaults” (Cash Drawer), and “Account Groups”
Available locations will populate based on the access of the individual
submitting the request.

e “Comments”- Identify what existing user the new user should mirror.
Also advise if access to inventory will be needed.
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Both (DL
& VRT)

SA Request - Modify Employee - DL&IVRT: Steven Greg - [December 24, 2015] |l= | =2 =]

Request Type: Medify Employee - DLVRT Employee Name: Steven Greg

Supervisor Name: Abbasali Trunkwalz Employee Email: Steven.Greg@gmail.com

Supervisor Email: abbas trunkwala@gmail.com County Name: Adair

Employee Updates:
County of Employment Changed?

Current Location | Appanoose Issuance Statiol *

Name Changed?
Both Modify

Applicable Changes:
County employee issuing driver's license?
[ State employee issuing driver's license?

Add CDL Drive Giver?

New Location [] Remove CDL Drive Giver?

[] Add Car Driver Giver? Remave Car Driver Giver?

New Name Add Motoreycle Drive Giver? [] Remove Motorcycle Drive Giver?

Department Updates
[] Current VRT only - add DL?

Required Actions

[] Current DL enly - add VRT?

[F] Current both VRT and DL - remove DL?
[F] Current both VRT and DL - remove VRT?
Current DOT employee non-DL - add DL?

Comments: This is a test for Modfy Employee - Both workflow in
development enviemment

Locations/CD/CG

Locations:

CDMVaults:

Consolidation Groups:
- 1 Nane =

All

Adair - Primary; Adair - Special... -

Ankeny DL Station

Adair Issuance Station

4 b ] 3

<Back | Ned> | [ Cancel

Potential Mandatory Fields:
The following fields may be required, depending on the type of modify request
being submitted:

“County of Employment Changed?”- it is mandatory to select current
“From Location” and new “To Location” information

“Name Changed?”- it is mandatory to provide “New Name” information.

Required Actions (SA for Access, Add to LMS group) are mandatory on
this workflow and will be selected by default and disabled.

If “County employee issuing driver’s license?” is selected, by default all
locations will be selected. Users can then select Cash drawer and
Consolidation group information.

If User selects “Current VRT only — add DL?” Or “Current DOT
employee non-DL — add DL?” options Background Check and
Fingerprinting task/action items will become mandatory for this workflow
and will be selected.

“Comments”- Should specify if drive tablet access is needed, the default
location, indicate what existing user this new user should mirror. Also
specify if user will need access to inventory.

6/22/2021
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Once users have submitted their requests and selected “Next” they will be taken to the Summary

Page. This is a confirmation page and last chance for users to make any modifications to their
system access request.

8. Review the summary page and confirm it is accurate.

c. Ifaccurate- Select “Next”.

d. Ifinaccurate- Select “Back’ and make the necessary corrections.

Summary of Request for: Steven Greing - [November12, 2015] (=] = [ =]
Request Type: ChangeEmployee-Both Employee Name:  Steven Greing
Supervisor Name: Abbasali Trunkwala Employee Email: steven@gmail.com

Supervisor Email: sbbas trunkwala@gmail com County Name: Adair

You are about to create System Access Reguest for :Steven Greing
for category : Both

Please Press "Next” to Continue

P
<Back (|| Ned> )| Cancel |

6/22/2021 19



MVD Education and Outreach Team @ IOWA DOT

Users will be taken to the final confirmation page.

9. Select “Finish” to close out.

Final Completion of Request for: Steven Greing - [November 12, 2015] o ==
G

g

You have successfully created system access request for Steven Greing

If there is an error while creating the system access request, the page will be displayed as shown
in below screen shot.

Final Completion of Request for: Steven Greing - [November 12, 2015] o] = ][=]

Error Occured!

Unexpected error occured while creaing your system access request for Steven Greing
Please contact your System Administrator!

< Back Cance

Important DOTU Reminder: Users can contact the MVD Education and Information Team at
mvd.edandoutreach@iowadot.us for account assistance, including name changes, email address
changes, and division changes.
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Terminate Employee Requests:

Note: Terminate Employee can be used to remove all or a portion of an employee’s system
access.

1. Access the System Access (SA) Wizard in ARTS.

a. Access ARTS and Log-In

b. From the menu on the home screen select:

i. Tools- System Access Request- ARTS Access Request.

2 ARTS Console (Pre-Prod) - o X
Console View Work Management VRT Reports PWD  Plate Mesge Customer MCS  Inventory Finance Duivers Reports  Drivers
Dealer Custormer Cash Drawer  APS  Administration nnﬁndw Help
East Path Ctrl=F
Change Passwerd / Contact Info
Alerts
Bureau of Investigation
Cannabidicl Regintraticn
Correspondence
Dealer Inguiry
Drinkang Driver School
Exception Case Management
Finalize Transaction
o
Infraction Mapping
NMVTIS Vehicle Inquiry
Password Reset Registration
PinPad

Print Manager
Profiles
SR22

OR

2. Type “aar” in the Fast Path available near the menu bar and select “Go”.

= AATS Console (Production)
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The SA (System Access) Landing Page will appear.

3. Input the employee’s name and email addresses for employee and supervisor.

4. Select “Next” (not be available unless all required fields have been populated).

5A Request - Landing Page - Please provide Employee Mame and Email Address - [Decernber 24, 2015] I=ERIERES

Welcome

This wizard zllows you to create new system access request.

Please provide employee name, then an email address
then Supervisor name, then an email address

First Name: Middle Name:

Last Name:
Steven

v

Greg

Email Address of employes:

Steven Greg@gmail .com

Supervisor/Treasurer Name Submitting this Reguest:
Abbasali Trunkwala

Supervisor/Treasurer Email Address:

abbas trunkwala@gmail com

Click on "Next™ to Continue

< Back Mext > [ Cancel
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5. Select the request type “Terminate Employee” and choose the desired category. See
ARTS User Groups Defined in the document’s overview section for assistance with
selecting the desired category.

6. Select “Next”.
Note: The “Next” button will only enable if User performs above action.

= <
SA Request - Please select Type & Category for: Steven Greig - [December 10, 2015] == E

Please select a Request type and its category..._.

Request Types: Add Employee
Modify Em,

T ies:
ype Categories:
VRT

Both{DLEVRT)

Click on "Next” to Conbinue...

“ml =

< Back Net> ) | Cancel |
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The Terminate Employee screen will appear.

7. Input the “Date of Termination”.

Note: Remove SA Access and Remove from LMS Group are required actions and will
be selected by default.

8. Select “Next”.

SA Request - Terminate Employee: Steven Greg - [December 24, 2015] |E| = |E|
Request Type: Terminate Employes Employee Name: Steven Greg

Supervizor Name: Abbasali Trunkwala Employee Email: Steven.Greg@gmail .com

Supervizor Email: abbas trunkwalz@gmail com County Name: Ldair

Date of Termination:  12,/24/2015 Required Actions:

Comments:  This is a test for teminate employee workflow in development environment.

<Back ([ NmD Cancel

6/22/2021 24



MVD Education and Outreach Team @ IOWA DOT

9. Review the summary page and confirm it is accurate.

a. Ifaccurate- Select “Next”.

b. Ifinaccurate- Select “Back” and make the necessary corrections.

Sumnmary of Request for: Test A Test - [March 0, 2019]
Request Type: TerminateEmployes-Dlissuance

Supervsor Hame Bramdia Mecuen

E=RECR == |
Employes Name: Teat A Test
Employes Emal: restEhoamdol us

Superasor Email: brandie mocuen@iowadol us County Nasme: Palk

You are about to create System Access Request for ‘Test A Test
for eategory - DLlssuance

Flease Press “Next” to Contirue..,

<Back ([Heas ) | conce
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Users will be taken to the final confirmation page.

10. Select “Finish” to close out.

Final Completion of Request for: Steven Greing - [Mevember 12, 2015] = | @[ =]
Congratul ations
ou hawe successhully created system acoess request for "Steven Graing
« (@)

Important DOTU Reminder:
Please advise new county employees to visit https://learning.iowadot.gov to create a new user
profile.

Helpful Hints:
e County users should sign into the Non-DOT Users Login side.
e Users can establish the same username they will be using for ARTS.
e Users should utilize their business email address, rather than a personal email.
e Users can contact the MVD Education and Information Team at
mvd.edandoutreach@iowadot.us,for account assistance, including name changes,
email address changes, and division changes.
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