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Introduction 
If a TEY Employee desires their Chairperson(s) to view any of their pay 
screens they must grant this access through their Personal Information 
screen in the CMTS application.  Updates, including removal of access 
can be made as often as necessary.  Chairpersons will not be prohibited 
from submitting a claim for an employee when this feature is not utilized. 
 

How to Allow a Chairperson Access to Pay Screens 
 
1. Login to CMTS 
 
2. Under Reportings select Personal Information 
 
                                        (Partial Screen Shot) 

 
 
3.   Click the Allow Chairman Access to Pay Screens box. 
 

4.   Enter User id(s) of Chairperson(s). You may enter up to 
      2 User id(s).  
 
5.  Click Update. Should receive Update Was Successful message. 

How to Allow a Chairperson Access to Pay Screens 
from the Mainframe – 3270 

1. Login to CMTS 
 
2. From the Field menu select option 10 Change Address 
 
                                        (Partial Screen Shot) 

 
Enter User ID(s) of 
Chairperson(s). You 
may enter up to 2 User 
ids.

Click the Allow 
Chairman Access to 
Pay Screens box.. 

  
 
 
 
 
 
3. Enter a Y in the Allow Chairman Access to Pay Screens field. 

In the Allow Chairman 
Access to Pay Screens 
field type a Y.

 
4. Enter User ID(s) of Chairperson(s). You may enter up to 2 User id(s). 
 
5. Press F5=Update. Should receive Update Was Successful 

message. 

Enter User ID(s) of 
Chairperson(s). You 
may enter up to 2 User 
ids. 
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