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1. Determine Employee Roles in TEM 

2. Pre-Termination Actions 

3. Submit a Transfer/Terminate Request in the Security 

Application (SecApp) 

4. Tips and Tricks 

5. Question and Answer 



1. Determine Employee  

Roles in TEM 







Document Direct and UI2 Report 





USC TEM User Group Access 

USC TEM Charge Code Approver Access 







2. Pre-Termination Actions 



Pre-Termination Actions 

• Manager or Charge Code Reviewer 

• Update information in SecApp 

• Outstanding t-card transactions 

– Should be reconciled 

– Before termination request 

• Not a Manager or Charge Code Reviewer 

– Skip pre-termination 



• Update a TEM manager in SecApp 

• Mass update feature 

• Name and UIN 

– Old manager 

– New manager 

Pre-Termination Actions 
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• Update Charge Code Reviewers 

• Need name and UIN 

– Charge Code Reviewer 

Pre-Termination Actions 
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• If employee is leaving and is t-card holder: 

– Notify UPAY Card Services 

– Department Card Manager (DCM) 

– Reconcile all outstanding transactions 

– Relinquish t-card to DCM 

• DCM 

– Cancel and destroy t-card 

– Contact UPAY Card Services 

Pre-Termination Actions 



3. Submit a Termination  

Request in the SecApp 
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4. Tips and Tricks 



• General User 

– One proxy creator 

• Manager and Charge Code Reviewer 

– One proxy reviewer 

Tips and Tricks 



• USCs start termination process 

• User leaving unit in advance 

– No pending TEM transactions 

– Reconcile all t-card transactions 

• User has left 

– Pending documents or unreconciled transactions 

– Notify temhelp@uillinois.edu 

– Name, UIN, and ER numbers 

Tips and Tricks 

mailto:temhelp@uillinois.edu


• Mass change manager function 

– One-to-one basis 

Tips and Tricks 



Manager New manager 



• Mass change 

• Assigned as their own manager 

• Not allow 

– Approve their own documents 

• Manager manually updated in SecApp 

 

Tips and Tricks 



• No transfer protocol 

– Leaving one unit to go to another 

• All permissions terminated 

– Employee transfers to new unit 

– Leaves the University 

• Termination requests in the SecApp 

– Terminate all permissions 

• SecApp questions 

– aitsservicedesk@uillinois.edu 

 

Tips and Tricks 

mailto:aitsservicedesk@uillinois.edu


5. Question and Answer 



Thank you for 

attending! 


