Administrator User Guide
for Task Management Tool version 4.6.9
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Introduction

Introduction
Welcome to the Administrator User Guide for Task Management Tool (TMT) 4.6.9.

The administrator role provides TMT technical assistance and support to the end user for access
and during out-processing.

Workflow Operations
The TMT administrator works closely with Workflow Operations Management by notifying them
of new/enabled users account, and accounts that have been disabled during out-processing.
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This guide details the steps necessary to set up teams, create new user records, and disable and
enable user account records.



Creating a team

1 — Creating a team
Taskers can be assigned to a team and from a team. TMT administrators can create teams. This
section details the steps necessary to create a team.

1. Navigate to the TMT application and click V to the right of the Tasker button.
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3. The Teams screen appears. Click New.
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Creating a team

4. The New Team screen appears. In the Name field, enter a name for the team.
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5. In the Type dropdown, select the type of team. Options are:
e Local (users have access to the TMT environment)

e External (users than can be tasked by email instead of TMT and receive emails
containing the tasker instructions and original documents)

e Enterprise (exists on separate TMT environment and can task or be tasked by other
enterprise enabled teams)

e Archived User
e System
e Business Unit

6. In the SP Identity field, enter the team name (copy the contents of the Name field and
paste it into the SP Identity field).

7. In the Email field, enter the team’s email address.

8. In the Administrator field, enter your location such as SWAB, ADAB, ASAB, etc., and
press the Tab key to save the location. Then enter “Tmtinstall” after the location in
<location> Tmtinstall format.

Note — Alternatively, you can click the Search (magnifying glass) icon to search for the
associated administrator such as SWAB Tmtinstall.

9. If you selected Local in the Type field, enter the parent name in the Parent Team field
and click the Search (magnifying glass) icon to search for the parent team.



Creating a team

10. Click CLOSE & SAVE to save your changes and close the screen.
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Sharing templates

7 — Sharing templates

To improve efficiency and reduce guesswork, users can create templates to insert instruction
text, manage assignments, follow an approval route, etc. You can share templates among team
members and users outside your team.

Administrators can view all stored templates and modify their permissions as required. For
example, the Workflow Operations Manager may want a workflow template available to specific
teams and users. The TMT administrator can share the template with multiple teams to ensure
the specified teams have access to them.

This chapter details the steps necessary to share a template.

1. From the TMT Main Menu, click Templates.

™T)

lemplates

went To
AR
Awardds and Actiory Templnes
Ra

Tackes

My Work Users & Teams Reporting &
Taiers B Users m Repeets €
Wy Aporonls Teorrs
SR S e P W HOBT J"‘ e el T T O

2. The Templates menu appears. Select the desired template you wish to share.
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Sharing templates

The <template name>list view appears. Click the name of the desired template.
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The selected template appears. On the ribbon, click SHARE.
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Note — Even though the templates are shared with other users and teams, the user who
created the template still owns it.
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Sharing templates

5. The Share <template name> dialog appears. Click Add User/Team.

Share approval route template (awd) x

Choose the users or team you want to share the approval route template (awd) with, and give them spedcific permissions.

O Mame Read Write Delete Append Assign Share

Add User/Team
T
¢ Rermove Selected Ttemsh_

+ Toggle All Permissions
of the Selected Items

Reset

This record iz not shared.

Share Cancel
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Sharing templates

6. The Look Up Records dialog appears. In the Look for dropdown, select User or Team.
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Enter your search criteria.
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7. In the Look in dropdown, select a lookup view.

Note —You can enter search criteria in the Search field if desired.

8. Results that match your search criteria appear in the list. Mark the checkbox to the left of
the desired user or team and click Select.

Note — You can continue to add users or teams to the Selected records field.
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Sharing templates

9. The selected user or team appears in the Selected records field. Repeat steps 6-8 for
additional users or teams and then click Add.
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Sharing templates

10. The Share <template name> dialog appears. Mark the checkboxes associated to specific
permissions if desired and click Share.

Share approval route template (awd) X

Choose the users or team you want to share the approval route template (awd) with, and give them specific permissions.
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The selected users and teams now have access to the template.
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