
 

Assign Security Contact 
Work Instruction  
Transaction Code(s):  

Published on 11/21/2014 Assign Security Contact.udc Page 1 of 20

Purpose

Use this procedure to complete the steps to assign or modify security contacts.

Trigger

Perform this procedure when you need to add or change a security contact.

Menu Path

NA.

Transaction Code

NA

Helpful Hints

Use the job aid titled MAGIC Log on and Password Management for the steps to log on to MAGIC.
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Procedure

1. Log on to MAGIC.

SAP NetWeaver Portal - Windows Internet Explorer

2. As required, complete/review the following fields:

Field R/O/C Description

User Required Identification assigned to a user.

Example:
con000000009

You should have received 
your User ID and initial 
Password.  You will enter 
that information in the live 
MAGIC system.

Password Required Password.

Example:
Pa88w0rd

In the live system you will 
enter your password.

3. Click .
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Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer

4. Click .

The links shown here may be different than what you see on your screen and will be 
specific to your job needs.

If you do not see the Identify Management icon shown here, you can click the Identity 
Management words shown in the bar below the icon.

Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer

5. Click .
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The Self Services tab is the default display.

SAP NetWeaver Identity Management

6. Click .

You will have four areas to select as you  assign security contacts.  If you do not need a 
contact for a specified area you can leave it blank. 
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SAP NetWeaver Identity Management

7. Click .

We are leaving all of the search fileds blank.  This will result in a list of all employees.

SAP NetWeaver Identity Management



 

Assign Security Contact 
Work Instruction  
Transaction Code(s):  

Published on 11/21/2014 Assign Security Contact.udc Page 6 of 20

8. Click  beside the name you want to add as the security contact.

9. Click .

SAP NetWeaver Identity Management

10. Click .

Notice that the name selected is now displayed beside the application.
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SAP NetWeaver Identity Management

11. As required, complete/review the following fields:

Field R/O/C Description

and Find: Required

Example:
John*

To assign this security 
contact, we will look for all 
names containing the term 
John.  Notice the * at the end 
of the name.  This is a 
wildcard and means that all 
names with John at the 
beginning will be shown in 
your list.

12. Click .
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SAP NetWeaver Identity Management

13. Click  to select the name of the person you want to assign as the security contact..

Notice the results of our search criteria.  The list contains only those names that are 
John or begin with John. 

14. Click .

SAP NetWeaver Identity Management
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15. Click .

SAP NetWeaver Identity Management

16. As required, complete/review the following fields:

Field R/O/C Description

and Find: Required

Example:
Mar*

17. Click .
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SAP NetWeaver Identity Management

18. Click  to select the person to add as the security contact.

19. Click .

SAP NetWeaver Identity Management

20. Click .
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You have selected to assign 3 people as security contacts. Notice that we have not 
assigned a security contact for the Human Resources application.  At this point we will 
save the selections.

SAP NetWeaver Identity Management

21. Click .

The following steps will guide you through process to  modify your selections.

SAP NetWeaver Identity Management
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22. Click .

The Remove icon is used to delete the existing security contact.

SAP NetWeaver Identity Management

23. Click .

As you can see, there is no longer a security contact assigned.
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SAP NetWeaver Identity Management

24. Click .

SAP NetWeaver Identity Management

25. Click  to scroll down the list.
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SAP NetWeaver Identity Management

26. Click  to select the person to be assigned as the security contact.

SAP NetWeaver Identity Management

27. Click .
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SAP NetWeaver Identity Management

28. Click .

You can also change a security contact by using Select.

SAP NetWeaver Identity Management

29. As required, complete/review the following fields:
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Field R/O/C Description

and Find: Required

Example:
john*

30. Click .

SAP NetWeaver Identity Management

31. Click  to select the new security contact.
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SAP NetWeaver Identity Management

32. Click .

SAP NetWeaver Identity Management

33. Click .

Notice that the Fleet security contact has changed based on your selection.
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SAP NetWeaver Identity Management - Windows Internet Explorer

34. Click  to close the Assign Security Contact screen.

Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer
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35. Click  to exit MAGIC.

Identity Management - State of Mississippi - 
MAGIC Portal - Windows Internet Explorer

36. Click  to verify your log off.
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Result

You have assigned and modified security contacts.


