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Entering an Alternate Supervisor in the User Profile

Entering an Alternate Supervisor in the User Profile
Welcome to Procurement Integrated Enterprise Environment (PIEE). This demonstration contains audio narrative. Please adjust

your volume accordingly.

Welcome Back

Log in to your account with a Common Access Card (CAC), Personal Identity Verification (PIV) certificate or User ID.

Log in with Certificate Log in with User ID

DoD users must use the Identity Certificate and not any of three
remaining certificates on the CAC / PIV. User ID

LOG IN WITH CAC / PIV.
Password

Need help with you
Your Account Admi

information, reset a pASSWOr Of CeMTICate, activate o
deactivate users, manage group structures, administer location New Fecleral Customer? See how to get started.
e

This presentation provides an overview for a user adding an Alternate Supervisor to their User Profile. After reading the Privacy
Statement, click the Accept button to continue and log into PIEE.
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Step 2

£% My Account 2 User: Kffinitator01 ~ %Logout

Last Successful Logon Date: 201812113 10-07:37 EST

Welcome to the Procurement Integrated Enterprise Environment

Requirements Award = Dost Award Admin

o~ The User will navigate to My Account on the PIEE
@IPR Home Page for the Profile page to display.
_ "

Mitary Interdepartmental Soliitation Purpose Code ‘Web Based Training
Purchase Request Management

System Messages

(2013-JAN-17 12:05 EST) System: All Subject: Build Info Action Required! Message For: All Users A
Version V60,0 Build02_01

Build Date: 12/1112018

Application Server WebSphere 9.0.0.5 (jdk1.8.0_181)

HTTP Server 1BM IHS 9.0.0.5

Database: T6000W

The User will navigate to My Account on the PIEE Home Page for the Profile page to display.

#¥ My Account  Help & User : kifinitator01 ~ XLogoul

Last Successful Logon Date: 201812113 10-07:37 EST

£} My Account
& Profile
User Add Additional Roles Change Authentication Type
View/Edit the user profile information. /Add additional roles to your account. Change Certificate or login method type for your account.
Supervisor Manage Roles Change Password
View/Eit the user's supervisor information. some View existing roles, resubmit rejected/inactive/archived roles, Moy the password for your account.
add comments/attachments to the existing roles and send
Alternate Supervisor reminder e-mails to your Supervisor/Sponsor (Govt /Govt. Change Security Questions
View/Edit the users altemate supervisor information. Contractor users only). Update the security questions for your account.
Agency
ViewlEit the user's agency information
My Training
View/Add/Edit/Delete training information. Click on Alternate Supervisur
link under Profile section.
AHome

Click on Alternate Supervisor link under Profile section.
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#¥ My Account  Help & User : kifinitator01 ~ XLogout

Last Successful Logon Date: 201812113 10-07:37 EST

Alternate Supervisor is used for Goverment Employees to select
when they know their primary supervisor will be unavailable to
approve their PIEE requests. Altemate Supervisoris the equivalent of

Alternate Supervisor Maintenance (Optional| a deputy or acting parson signing for another individual

S — Please note entering an Altemate Supervisor will send PIEE Access
: requests to both the Primary and Altemate Supervisors for approval.

Jane Doe Attemate Superviso

Email Confirm Email !
dbuilder4@gmail com dbuiderd@gmail com
DSN Telephone Phone ! Extension Intl Country Code and Phone !
904-596-7000 904-596-7000

Reason |

‘Supervisor is on vacation and I need to register for a new role]

‘ A help message is provided for the
‘ User that defines the guidelines of

o [ e ] o | Skttt ankii

* Asterisk indicates required eniry

A help message is provided for the User that defines the guidelines of the Alternate Supervisor.

#¥ My Account  Help & User : kifinitator01 ~ XLogout

Last Sucessful Logon Date: 201812113 10-07:37 EST

Alternate Supervisor Maintenance (Optional) &
First Name ! LastName ! Job Title !
Jane Doe Altemate Supervisor
Email Confirm Email !
dbuilder4@gmail com dbuiderd@gmail com
DSN Telephone Phone ! Extension Intl Country Code and Phone !
904-596-7000, 904-596-7000

Reason! Complete the required fields.

Supervisor is on vacation and I need to register for a new role.

m

* Asterisk indicates required enlry

Complete the required fields.
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Help. & User : kifinitator01 ~ XLogout

;PIEE ¥ My Account

Last Sucessful Logon Date: 201812113 10-07:37 EST

Alternate Supervisor Maintenance (Optional) &

First Name | Last Name ! Job Title !

Jane Doe Altemate Supervisor

A User must provide a reason
Email! Confirm Email ! for addlng an Alternate
douilderd@gmail. com dbuiderd@gmail.com Supervisor to their profile.

DSN Telephone Phone ! Extension
904-596-7000 904-596-7000

Reason |

Supervisor is on vacation and I need to register for a new role.

m

* Asterisk indicates required enlry

A User must provide a reason for adding an Alternate Supervisor to their profile.

I E E #¥ My Account  Help & User : kifinitator01 ~ XLogout

Last Successful Logon Date: 201812113 10-07:37 EST

Alternate Supervisor Maintenance (Optional) &

First Name ! Last Name ! Job Title 1

Jane Doe Altemal

Once the fields have been completed,

Email! Confirm Email ! click the submit button.

dbuilder4@gmail com

com
DSN Telephone Phone ! Extension Intl Country Code and Phone !
904-596-7000 904-596-7000

Reason !

Supervisor is on vacation and I need to register for a new role.

Se

Once the fields have been completed, click the submit button.

* Asterisk indicates required enlry

Built with Tanida Demo Builder
www.demo-builder.com



http://www.demo-builder.com/

| Entering An Alternate Supervisor In The User Profile Page 5 of 5 |

Step 8

¥ My Account & User : kifinitator01 ~ XLogout

Last Successful Logon Date: 201812113 10-07:37 EST

+ Info: Your information has been updated successfully

% My Account

2 Profile

Change Authentication Type
Change Ceriificate o login method type for your account.

Add Additional Roles

Add addiional roles to your account

User
ViewEdit the user profile information

Change Password
Modify the password for your account.

Manage Roles
View existing roles, resubmit rejected/inactive/archived roles,
add comments/atiachments to the existing roles and send
reminder e-mails to your Supervisor/Sponsor (Govt/Govt.
Contractor users only).

Supervisor
View/Edit the user's supervisor information. some

Change Security Questions
Update the security questions for your account.

Altemnate Supervisor
View/Edit the user's altemate supervisor information.

Agency
View/Edit the user's agency information

My Training
View/Add/Edit/Delete training information.

Once the information has been updated successfully, the process is complete.

This concludes our demonstration.
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