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Update Your Profile

The Profile contains information unique to each CalATERS user, such as e-mail address, collective
bargaining designation and unit, mailing address, residence address and default approver (person
designated as your first level approver for Travel Advances and Expense Reimbursements).

When employees perform New User Registration they are initially required to update their Profile
information. These instructions are used to perform any necessary ongoing Profile updates.

These instructions will assist you in updating your own Profile.

Additional options accessed from the Profile are also explained, including selecting or removing a
Preparer or Submitter and changing a password.
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Open Your Profile

To open your Profile, click the 'Frefile button from your Work Queue.
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1l Profile Information
The Profile Information screen appears.
You can move from one field to another by tabbing or placing your cursor in a field and clicking the

left mouse button. Update any necessary fields. Refer to Definitions on the CalATERS web site
for information on specific fields.

When you have completed updating information on this screen, click the M button to go to

the next screen in your Profile, or click Ml to update and exit the Profile.

Profile Information » . L x|

g

Eruf ile Information |
User ID; | EMPL238

Type of Requestor: | Employee -]
Last name: | McDonald

Firat namet! Eileen r-.-1|:l L

Email address: | nmedonald@sco ca.gov
Business Phone.| 916-444-4444
CB Deseription: [RO1 RankFie - AdminFinan/Staft Sves ¥

You are enrolled in Dir'eni“t'DEpmsﬁ:I i 3

Fimizhed Carcel | PrepareiSubmit For | | | hest > |
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Mailing and Residence Address

Profile Information i x|

Update information in Mailing Address. It is important that the mailing address is correct. This
address is used to send reimbursement checks to you if you are not on direct deposit. The
Residence Address fields will display only when your residence address is different than your
mailing address and is not on file with your Accounting Office. Key or change information in the
displayed fields as appropriate.

When you have completed updating information on this screen, click the M button to go to

the next screen in your Profile, or click M| to update and exit the Profile.

Mailing Address: |
Street:| 500 Main Street Eity:| Rosevile
State[ca Fipcode:| 95661 -

Iz your rezidence address =ame as mailing address? |N-:| - i

|Residnm:e Aﬂﬂmssi
iy residence address ison file with the Accounting Office |N-:| 3
.Stree’i:l 100 Wiest Avenue Cit':."ii Rozevile
State: | ca Zipcode:]| 35661
Fimizhed i Carcel | PrepareiSubmit For |

{'}:lElau:ki | hest > l
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V. Organization

The Organization screen is used to change your Default Approver (person designated as the first
level approver for Travel Advances and Expense Reimbursements) and work address. To change
your Default Approver, see instructions below.

When you have completed updating information on this screen, click the Lhﬁt_':?_‘ button to go to

the next screen in your Profile, or click M| to update and exit the Profile.

Profile Information . x|

g

Organization
Dept Mame: | SCOfSacramerito

Bivizion Name:l

El'ureau.NamE:l
Unit e |
.ﬂ-.pprn'\fer:l Dehie L Lee {"Eﬁéﬁgé'tfé'f%ﬁﬁ'ﬁhﬁfﬁﬁé?' :

Street:| 300 Capital Mal

City:| Sacramento

Statefca ZipCode: 95814

Finizhed Cancel | Preparetsubmit For | cﬂ:Elac}ei | Pt l:"}-l

Change Approver

Your Default Approver is the first level Approver for your Expense Reimbursement and/or Travel
Advance claims.

To change your Default Approver, click the :_:_'ﬁﬁéﬁ&i@ﬁ.?élaﬁ'if?{éﬁfﬁﬂéf:}i button.

Look: g

Key in the last name of the Approver in the Last Name field and click the button.

Select Person - _X}

g Enter last name or first fewe letters, then click ‘Loak g button;
Last name:| L] Lok Up I

)t I Cancel

Continued on next page.
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IV. Organization (continued)

Change Approver (continued)

: button.

Select a name from the list and click the

Select Person :_)_'('!

£ Rlame | Ermail =
Lang, Dekie L trmell1 2@ sco.ca.goy

Langley, katalie L trmell 1 2@ sco.ca.goy

Langley, Ronald L trmell 1 2@ sco.ca.qoy

Lee, Dehie L Ltaylorn@sco ca.goy

:Leeds, MNatalie L | 2.0
Leeds, Ronald L Ltaylori@sco ca.goy

ik I Cancel

Confirm your selection and click the =l button. The Approver field should now display the

Approver's name.

Select Person | Xf‘.

g Enter lazt name or first feve letters. then click Lok Lp! button;
Last hame: Look Up I
Matalie L Leeds

Approver's name displays.
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V. Detailed Account Coding

You will not be able to modify any information on the Detailed Account Coding screen. This
information is updated and maintained by your department and is used to determine the default-
funding source for your Expense Reimbursements.

Note: Your department will modify some fields on a fiscal year basis. Some fields may be blank.

Click the 5 A button for the next screen in your Profile or click ﬁ to exit the Profile.

| profile Information

(5]

Ascount Coding Tnformation)
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VI. Long Term Assignment (LTA)

A long-term assignment is a pre-approved business trip of more than 30 consecutive days.
If you are on a long-term assignment, click the down arrow = and select Yes and continue on to the
next page for more LTA information.

If you are not on a long-term assignment, click the Ml button to update and exit the Profile.

If you need to designate a Submitter or Preparer (person designated to submit or prepare Expense
Reimbursement or Travel Advance forms for you) or change your password, go to section VII.

Prepare/Submit For: I

Options for an explanation of the options available through the button.
Profile Information
Long Term Assignment (LTA) Information
Are you on & long term assignment? || 3
Mo
Finizhed Cancel Prepare/Submit For <5 Back | | Mest I
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VL. Long Term Assignment (LTA) (continued)

If you answered Yes, you are on a long-term assignment, update any remaining LTA fields.
Specific information on completing a LTA Expense Reimbursement can be found in the Long
Term Assignment instructions on the CalATERS web site.

To select a Start Date and End Date, key dates into the fields or click on the calendar button
next to the fields. When the calendar appears, clicking on the arrows <« » next to the
calendar month, will display the month before (« ) or the month after ( »).

Note: If you are not on Direct Deposit and payments are to be mailed to the LTA Residence
Address, change/update the information on the Mailing Address screen (see section lll.

Mailing and Residence Address).

When you have completed updating information on this screen, click Ml to update and
exit the Profile or go to section VII. Options for an explanation of the options available through

the Prepare/Submit For: I button.

Profile Information x|

g

Long Term Assignment (LTA) Information

Are ol on s long term sssignment ? i Yes E
Start da{e:i 030102 E Erd date:_!mm 03 E

4 Janiary 2003
Su Mo Tu We Th Fr

LT.& R.ESid.E]'II!E aﬂﬂmss: e I e | 1 ) 3

Al

Street:|LTA Street Address 5 i Ae s i
Cityr [ LT City 19 20 21 22 23 24

26 27 28 28 30
_Etate:lc,ﬂ-, .EipCDde:J] - o g Bt

Finizhed Cancel | PreparefSubmit F|:|r|

s B ¥ 8 9 10 ¢

4 rent address:

18 =nit Address

25 bt City

<51 Back i | Pled > l

=& T B Iip!CDdE:! -
Ok | lﬁagce.li
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VIL. Options

Prepare/Subimit For:

button.

Click the

Profile Information " %]

£

Long Term Assignment (LTA) Information

&re you on & long term assignment’y iNu:u 3

Click the Prepare/Submit For

button.
Finizhed Cancel PrepareSubmit For | hest o |

The Options window appears with three tabs that are explained below.
%]

Prepare for i Submit for | Chanoe password 1
SeWM
Last name:]l \\\ e el e
Enter lzst name or first few theny™ ton.
T

Al 1 REMEVE

R e b e |

Prepare For: This tab is used to assign a Preparer (a person designated to prepare
Expense Reimbursement and Travel Advance forms for you).

Submit For: This tab is used to assign a Submitter (a person designated to prepare and
submit Expense Reimbursement and Travel Advance forms for you).

Change Password: This tab is used to change your CalATERS password.

If you do not need to perform any of the functions described, click theMl button at the top

Fimizhed

right to exit Options, then click the button on the bottom left of the next screen to update

and exit the Profile.
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VIl.  Options (continued)
A. Prepare For/ Submit For Tabs
To select someone as your Preparer or Submitter, click the appropriate tab, Prepare For

or Submit For. Once the tab is selected, the instructions for establishing a Preparer or
Submitter are the same. In this example, we will select Prepare For.

[0l Prepare For tab. | Submit For tab.
[% i_{}ptimu/ / || Firished |
A/

Prepare for Submit for i Change pazaword

Select persond{s) to prepane forms for youl.

Last name:||
Erter lazt name or first few letters, then click ‘Look Ug* button,

gy

Preparets -

Continued on next page.
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VIl.  Options (continued)
A. Prepare For/ Submit For Tabs (continued)

Key the last name of the Preparer in the Last Name field, then click the _—ll":":'k'u’:'
button.

'Options

Prepare for { Submit for | Change password |

Select person{s) to prepare forms for you.

Last name: | g Laak Lp
Erter last name ar first few letters, then click 'Look Up' button.

s

el e < |

Click on a name, then click the i button. (Note: Only registered CalATERS users
will appear on the "Look Up" listing. If a name does not appear, the person may not be a
registered user.)

Select Person . l(‘!

ak,

N ame | Ermiail -
Park, Debiz P nclohossey@aco.ca.goy

Parker, Matalie P nclohozsey@aco.cagoy

Parker, Ronald P nclohozsey@sco.ca.goy

Paul, Debie P trnedl 16@sco.ca.gay

Paulzon, Matalie P trnel! 16@sco ca gay

Paulzon, Fonald P trhel 1 6@sco.ca.goy

Payne, Eleanor 4
Payne, Eleanar B
Payne, Eleanar C
Payne, Eleanor D
Payne, Eleanor E
Payne, Eleanor F
Payne, Eleanar G
Payne, Eleanor H
Payne, Eleanor |

Payne, Eleanor J
Payne, Eleanor I
: Payne, Eleanor L

Payne, Eleanar b

ITI Cancel |

pouinnifEco ca goy
POUINMESCo .ca oy
PRinni@sco.ca.gov
Pinni@sco.ca.gov
Painni@sco.ca.goy
Painni@ oo ca.goy
PRUinmE@sco.ca.q0%
Painni@sco.ca.goyv
Pluinni@=co.ca.goy
Painni@sco.ca.goy
Poginni@sco.ca.goy
Lta ':,-'|| 3 o0y
Pouinni@sco .ca gay

i 1
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VIl.  Options (continued)
A. Prepare For/ Submit For Tabs (continued)

Click the M button to add the Preparer to your "Preparers” list.

; x|
;‘&} | Options _ il Finished i

Prepare for | Submit for | Change passward |

Select person{s) to prepare forms for you.

Last name: | 2200505 Look Up
Entet last mame or first fesy letters, then click 'Look Up' button.
Elesnor L Payne

i j Fa j

Preparers s

The selected name will appear in the Preparers list.

Options

[% |Options || Finished |

Prepare for ]_Subm'rt for i Chanoe password i

Select person{s) to prepare forms for you.

Last mame: || Lack Lip l
Enter lazt name or first fewe letters, then click 'Look U button,

Remoyve l

Preparers

Repeat the instructions on pages 11 - 13 to select another Preparer or Submitter. Use the

Rem .
=122 | button to remove names from your list.
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VIL.

Options (continued)

B.

Change Password

Passwords expire after 45 days and will require a change. The CalATERS system will
prompt you to change your password when the 45 days have elapsed. However, you can
also change your password at any time. Your password must have a minimum of 4
characters (either letters or numbers) and a maximum of 14 characters.

To change your password, key your current password, your new password, then re-enter

Submit Password Change Request

your new password. Click the I button. Your new

password will now be in effect.

Click the Ml button at the top right of the screen to exit Options, then click the

ﬂl button at the bottom left of the next screen to exit and update the Profile.

& IOI_)t_mns_ e e e e G A P e

Prepare for 1 Submit for - Change password

| Finished j

Change your sign in passwaord,

Lt
—u

&

i

Current passward: ||

ey passwnrd:i

Maximum of 14 alphanumeric characters.

Re-erter passwnrd:i

Submit Password Change BRequest
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