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Introduction

What is TSAMM?

The Salvation Army Ministry Manager, known as TSAMM, is a web based solution created for the
Salvation Army by DataParadigm Indfor the processing of items through its various boards.

Where can | access TSAMM?
TSAMM can be accessed from any device with an internet browser at www.TSAMM.org

What types of items should be submitted through TSAMM?
Any item that needs approval from a Divisional Finance Board or THQ board should be submitted
through TSAMM.

Logging In

Accessing the Log In Screen
Ensuring you have internet access, open any browser and type in www.TSAMM.org, click Login Now.

Welcome!

We need to authenticate your access. Please login.

Login Now

Active Directory Log In
After clicking Login Now, you will be redirected to THQ's Active Directory site for authentication of your
user name and password. This site is maintained by THQ IT.

Enter username and password, click Sign In.



http://www.tsamm.org/
http://www.tsamm.org/

Login Credentials
Usernames and passwords are issued via THQ's Active Directory. Contact your DHQ IT department to

receive yours.

User ID: FirstName.LastName@sauss.net
Password: Received via email from IT Helpdesk (System will prompt to change the on first log in)

Navigation
You can get to any page within TSAMM by clicking any of the links on your home screen or by using the
fly-out navigation menu.

You can go back to the home screen at any time by clicking the TSAMM logo on the top left of the

screen.

Test User
Manager, Tyler Corps
A Q Log Out

Main Menu On My Desk In My Groups (&)

Agenda ltems + No Requisitions Assigned

& Create Agenda ltem R

) Existing Agenda Items

Admin

{=| Reports
& My Profile

[ Frequently Asked Questions

The compass icon on the left side of the screen will appear no matter which page you are on. Clicking
on the compass will show the fly-out navigation menu which.

NAVIGATION

On My Desk
@ Home * No Requisitions Assigned
L Create Agenda ltem a ltem —
| Existing Agenda ltems
da ltems
1= Reports
£ My Profile

; Frequently Asked Questions
[Z Launch Session in New
Window

revuenuy ~oKed Questions

User Profile
Each user has a profile which can be accessed by clicking My Profile from the home screen or navigation
menu, or by clicking on the picture in the upper right of the screen.


mailto:FirstName.LastName@sauss.net

My Profile - Southern Territory - Texas Division

Change Profile Image:

*Reflect professional image/attire
*Be in full uniform for officers
*Not stretch fo fit (crop the image if necessary)

As per Salvation Army policy, profile photos should:
l *Contain only one individual

Browse... Upload

*Allowable File Types: jpeg, jpg, .ong
*Minimum File Width/Height: 100 pixels X 100 pixels
*If you have trouble uploading a picture please save your image in a format less than 100K in size.

Time Zone: [Central Time (CTH)UTC 6 W™

Email Address: ‘ ‘

Text Device Number: l:l

Notification Settings: Email SMS
O [] Notify me when an agenda item gets assigned to me

O [] Notify me when an agenda item gets assigned to any of my groups

O [] Notify me of any status changes to agenda items that | am asscciated with

Submit Changes

Profile Picture
To upload a profile picture, under the Change Profile Image section, click Browse. Choose the desired
image, then click Upload.

Size and rotate picture as necessary, then click Save Image.

(% The Salvation Army Meeting
Manager

.

) .

Salvation Army Profile Picture Guidelines
As per Salvation Army protocol, profile pictures should:

9 Contain only one individual

9 Reflect professional image/attire

9 Bein full uniform for officers

9 Not stretch to fit (crop the image if necessary)
Email

The email address entered in the user profile will be the address to which TSAMM notifications are sent

via email.

To change the email address, simply enter the new address, then click Submit Changes

Text Device Number
The number entered into the user profile will be the phone number to which TSAMM notifications are

sent via text.



To set text notifications, enter your phone number (including area code). Click Send a Validation Code.

Text Device Number: |4692473805 | Unverified. Please send a validation code to your device in order to verify it.

Once the code is received on your device, enter it into the Verification Code box, then click Close
Window.

Browse Linload

Verify Text Device Number x

B at
[ Text Device Number: 4692473805

|: Verification Code: l:l
4

Close Window

Notification Settings

You can choose the conditions under which you would like TSAMM to notify you and by which method
you wish to receive the notifications. This can be managed by checking the boxes in the Notification
Settings section of the User Profile.

To make changes, click or unclick the boxes as desired, then click Submit Changes.

Notification Settings: Email SMS
v Notify me when an agenda item gets assigned to me.

[+ [] Notify me when an agenda item gets assigned to any of my groups.

¥ I Motify me of any status changes to agenda items that | am associated with.

If you are not receiving notifications as you expect, check this section of the User Profile.

Integrated vs. Non-Integrated Forms

While all items requiring board approval need to be submitted through TSAMM, there are some forms
which can be filled out directly on TSAMM and others which need to be completed outside of TSAMM
and then uploaded for submission.

When you choose an item type to create, TSAMM will display a message showing whether or not the
form is integrated.

The integrated/non-integrated status of certain form types may change as your Division/Territory
requires.

Integrated Forms

These are forms which can be entered directly on TSAMM. This means that you do not need to fill out
the ‘old’ paper/electronic forms which used to be required. The information collected on the ‘old’ form
is now collected directly in TSAMM. During the creation of an integrated form type, you will be guided
through entering all necessary information.



Non-Integrated Forms

Unlike the integrated forms, the non-integrated forms must first be completed on the ‘old’
paper/electronic forms as prescribed by your Division. These forms must then be attached to an item
created within TSAMM. Non-integrated item types may not be submitted without an attachment

present.

Creating an Agenda Item:

9 From your home screen, click on Create Agenda ltem

VA

Main Menu (0]

Agenda ltems

.o Create Agenda ltem

9 Choose the Agenda Item Type from the drop down box, click Next.

New Requisition/Meeting Agenda Item

Agenda ltem Type -
Estates and Legacies Review
Feasibility Study
Furnishings and Equipment Requisition
General Legal ltem
Human Resources Review
Insurance Report Review
Lease Agreement Request
Minutes Review

Miscellaneous DFB Agenda ltem

9 From the dropdown, choose the Corps/Unit which the item is related to.

0 You will only see units with which you are associated. If you do not see a unit you

should, contact DHQ.
Step 1 - Corps & Officer Information

Carps/Unit: | Tyler Corps :

9 The users associated with that location are shown below. If you wish to block visibility of the

item to any of the users, uncheck the box next to their name

0 You can choose to exclude just the user. This means that user will never be able to see

that item, no matter what role they take in the future.

0 You can choose to exclude that users role. This means that the if a new user takes over

that role, they also will not be able to view that item.
0 You can choose to exclude both the user and the role.



FS Admin

Sgt. Durai Pandithurai
Chief Finance Officer
Texas Divisional Headguarters

Major Carl Hughes
Divisional Finance Officer
Texas Divisional Headquarters

v v
Ashley Lightley Patricia Burn
Secretary: Finance Department Assistant Divisional
Texas Divisional Headquarters Consolidator
- Texas Divisional Headquarters
0

() Exclude Ashley Lightley?

(O Exclude Secretary: Finance
_ Depariment Role™?
() Exclude Both User and Role

Click Next.

Enter a Short Description of your item, such as “Purchase of Lawn Mower”. This will become the
title of the item.

9 Enter ajustification for your request. This takes place of the customary cover letter.

= =

Step 2 - Basic Information

Corps/Unit:

Short Description

Long Description / Justification

9 Click Next.

9 Complete fields on subsequent screens as required by each agenda item type.

9 Click Browse to attach a file from your computer, enter the document title in the box, click
Upload. (On mobile devices, Click Choose File and follow prompts to use an existing or take a
picture or video.) Continue until all desired documents are attached.

Step 8 - Attach Supporting Documents/Files
Corps/Unit: 8900000 - Texas Divisional Headquarters
Select your file to attach: || Browse...
Title your attachment: |
Upload
Allowable Attachment File Types: .jpeg, .jpg, .png, .csv, .doc, .docx, .pdf, .ppt, .pptx, .xls, .xIsx, .avi, .flv, .mov, .mp4, .mpeg, .mpg, .mp3, .wav, .wma
File uploads must be less than 50 MB (51200 KB)
9 Click Next.
9 Enter any external Web References in the first box. Enter the title of the reference in the second

box. Enter any comments/rationale in the third box. Click Add Web Reference. Continue until
all desired references are added. Click Save & Close.



Step 9 - External Web References

Corps/Unit: 8900000 - Texas Divisional Headquarters

Web Reference URL: ‘

Ex. http:Avww. 123contractor.com or hitps:/iwww. somesecuresite.com

Title (optional): ‘ |
Ex. "Video" or "Contractor” or "CNN Report”

Description/Comments (opfional): ‘

Ex. "Promotional video detailing event” or "Link to contractor's web site”

Add Web Reference

-« Back | | Save & Close

9 Click Save & Close.

At this point, the item is created. It will appear on your ‘Desk’ on your home screen until you otherwise
assign or submit it.

Editing an Existing Item

Open the desired item.

Once the item opens, look for the pencil icon s in the upper right corner of the requisition view.
Human Resources - New Position /
#HR7-0001118: Testing ;

8900000 - Texas Divisional Headquarters STATUS: CREATED/DRAFT

There is also a pencil icon in each accordion/section below.

~ Description/Justification

Test

QeN

» Details

Clicking the 4 icon will open the item in edit mode.

Once all changes are made, click Save & Close.

Deleting an Item
To delete an existing agenda item, open the Existing Agenda Items list either from the home screen or
using the navigation menu. Locate the item to delete.

If the item is in Created/Draft status and it was created by you, a red X will appear next to the item.
Click the red X. You will be asked to confirm the delete, click yes.



Agenda ltems

560 Records Returned
# Agenda ltem Title Assigned Assigned Unit Status
to User  to Group
1. HRB-0001117 [ J Employee Ashley Texas Created/Draft
Scholarship Lightley Divisional

Headquarters

Assigning an Item

To assign the item to another user, open the item, then click the 4 icon in the Assign To box.

Assigned To: P 4
Not currently assigned to a user

Assigned To Group
-y FS Admin

% Texas Divisional Headquarters

Choose the user/group you wish to assign the item to from the drop down list.
9 If you are at a unit below DHQ, the dropdown list will show all users associated with
your location.
9 Ifyouare an HQ, the list will show all HQ groups as well as the individual users
associated with the group(s) you are in.

1
Assign This ltem x

1 Curtentry Assigned To o o s i

El Assign To: | Ashiey Lightiey, Secretary: Finance Department, Texas Divisional He .+

Comments:

Make comments visible to: [/ Non-HQ []DHQ [THQ

Submit_|

Enter any comments and choose which levels you wish the comment to be visible to.
Non-HQ - comments will only be visible to users at your location or your area command
if applicable
I DHQ-comments will be visible to DHQ users.
1 THQ-comments will be visible to THQ users.

Click Submit.

The item will now be assigned to the chosen user/group.

Approving an ltem

All items require at least one approval before they can be submitted to DHQ. More than one approval
may be added if desired.



Adding an Approval

To approve, click the item to open and choose Add My Approval.
9 If a user does not have permission to approve, the Add My Approval will not appear. To add this
permission, corps officer should contact DHQ.

STATUS: CREATED/DRAFT
Assigned To: V4
« Ashley Lightley
“1 Secretary |
5/ Texas Divisional Headquarters
Approvals:
Add My Approval

Removing an Approval

Any approver can remove their approval up until the point that it is submitted to DHQ by clicking the red
X under your name shown in the Approval section of the item.

Submitting an Item
If at least one approval is present, the Submit to DHQ button is clickable.
9 If the button is not clickable, no approval is present.
9 If the button does not appear at all, the user does not have the permission to submit to DHQ.
To add this permission, contact DHQ.

Automobile Equipment Requisition
#AE0000904: test

8900000 - Texas Divisional Headquarters STATUS: CREATED/DRAFT

QeN

Once an item is submitted to DHQ, further edits will not be possible unless it is reassigned to your unit
from DHQ.

Searching for Existing Agenda Items

From the home screen or the navigation menu, click Existing Agenda ltems. You will see a list of all
agenda items created by you as well as any related to your group.

NAVIGATION ern
- #ltems  Title
{x» Home
0 Divisiol
) Create Agenda Item 1 Divisiol
| Existing Agenda Iltems 3 Divisior
0 Divisiol

To filter results, click the filter button in the upper right corner.



I . T/ SR F W A AEm —
FILTER
Agenda ltems Create New Agenda Item H Export to Excel |
562 Records Returned
# Agenda ltem Title Assigned Assigned Unit Status Meeting Created Created By Updated Updated Last Action Taken

to User to Group By

Use the boxes to search for desired data. Click Refresh to apply filters.

@ ren
Hem Type: | ANY Assigned To: | ANY
Keyword(s) ] Created By | apy
Status: | ANY Approved By: | ANy
@ ACIA: | ANY
Updated By: | ANY
Created: [From [T

Last Updated: [From

Mesting: [From |




