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Overview of Security Manager

Security Manager is a tool to be used by System and Local Administrators to create the security setup for the
Organizations.

Local Administrators will create and manage Programs, User Groups, Users and their Permissions.

If the Program Development Web Tool is used to export a Program, the Program Area (Tag) and Program will be
created there and appear in Security Manager automatically. The remaining security for that Program will be set
up here.

Note that the Grid Titles tell which record is currently active and the total number of records in the grid.

Glossary

Domain is the physical instance of the software used for one collaborative; there may be a Production domain
and a Training domain

Application is the designation given to the collection of pages in the system used for a specific type of program,
i.e. HMIS, Head Start, CSBG, or Weatherization; only one Application can be used at a time

Application Roles (sometimes just called Roles) determine which pages in a specific Application a User can see
and use; the name usually includes reference to both the application and the role, i.e. CSBGCM for Case Managers
using CSBG or HMISPM for Program Managers using HMIS

Organization is an Agency set up to use the system

Org Code is a unique 3-digit code that identifies one Organization; all Program names, User Group names, User
names begin with this code

Program is a program within the Organization; it will include one or more Program Components, Target Goals and
Activities

Program Area is a grouping of Programs; each Program must be linked to a Program Area; a Program Area may
have more than one Program linked to it; they are used primarily for reporting

User Group determines which Programs a User has access to; it will have permission to access one or more
Programs

User is a Login ID created to log in to the system; it has permissions granted to it for various Groups and Roles
Active or Valid designates the item is currently being used in the system; since many items may not be deleted
after they have been used, there is the option of making an item inactive

Grantor is the group granting rights to its data to a User Group

Grantee is the group receiving rights to the data of a Program or Group

The Basic Process

1 Select Organization to work with

2 Create Program Areas (or make sure they were exported correctly)

3 Create Programs (or make sure they were exported correctly)

4 Create User Groups

5 Assign Permission between Programs and User Groups

6 Create Users

7 Assign Permission to Users

8 Give Permission for Reports, Adhoc Views, Adhoc Queries and Listing Queries to User Groups
9 |If using Resource Manager, create Tab Groups

Security Manager Guide Page 1
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Security Manager Structure
There are several sections in Security Manager:
1 Group Setup section
a Program Areas (Tag) are used primarily to group Programs for reporting purposes
b Programs can be created here or exported from the Web Tool
¢ User Groups will be created here
d Program Areas, Programs, and User Group cannot be deleted, but may be made inactive
e Permission between the Program and one or more User Groups is granted on the Permission page
2 User Setup section
a Users can be created here or in the Security Wizard, Users are assigned a Role of User, Local Admin or
System Admin; available Roles depend on the current User’s permissions
b Users cannot be deleted, but may be made inactive
¢ Permissions to Groups and Roles are granted on the User Permission page
3 Tab Group Setup section
a Tab Groups are created for use in the Resource Manager
b Each Tab Group can have one or more Users assigned to it
¢ Tab Groups can be designated as Routes
4 Report Permissions section
a Report permissions are granted to User Groups for Application, General and Adhoc reports; reports must be
assigned to an Application in Security Wizard to show up in Security Manager
b Views and Tables are made available for Adhoc Report types and Groups, these must also be made
available in Security Wizard first
¢ Permissions are assigned to queries created in Adhoc Reports and on Listing pages; these can be made
available to more than one Organization

Security Manager Guide Page 2
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Organizations Managed Page

Organizations are created in Security Wizard; security for the Organization is set up in Security Manager. An
Organization must be selected here to work with on other Security Manager pages. Only those Organizations a
User has permission to will be displayed here.

Security-[DEBAgencyAdmin]

File Wiew Report Options Help
<::| E> 4 ‘) ﬁ g I:E:- (ﬁ @ & @ & 5’3 [Kl <| |> |>[| Address @aes:.l’.rsec:ur'rtymanager.forganizations b ﬁ Go

‘Wizard +Manager - Organizations

Before you continue, select an organization first._.

Security Wizard
=-Security Manager Managed Organizations by Current User: DEBdwerla

Orge ong OrglD i Mame i orgoode W Descrpton W walid 7 regionlD 7 DatePurged 7 UserlC
= Group Setup y |10 A515gency 251 ASlAgencyDesar | o |1 DEEdverla
Program Area [Tag]

o022 DebTest DEB 100037 DEBdverla

Programs *
Uszer Groups 00128 b arvel MWL \ 100038 DEBdverla
\ 100042 DEBdverla

Deb Test Agency

<l

<l

TestOrgRegion

<l

Permission i
- User Setup 100130 OrgT estRegion aTR

1 DEBdverla
3 DEBdverla

User 20 AS24gency AS2
Uszer Permission 30 AS3Agency 453
Online Users
Walid User IP
= Tab Group Setup
Tab Group
Feport Permizsion
Fieport Permizzion
Adhoc Report View List
Adhoc Report Query
Listing Report Query
= Repart Subszcription
Subscribe Report

AS2tgencyDescr
AS3AgencyDescr

<]

<l

(I

[

\ s

Navigating the Organizations Managed Page \
e All available Organization will appear in the MANAGED ORGANIZATION BY CURRENT USER GRID
e Select an Organization to work with on other Security Manager pages here

Select the Organization to manage
1 Click on Organization in MANAGED ORGANIZATION BY CURRENT USER GRID
a That Organization’s information will be available now on all pages in Security Manager
b If no Organizations appear, check Security Wizard to make sure Organization setup is complete and that you
have permission to manage the Organization
2 The Status Bar on other pages in Security Manager will reflect the active Organization and will show the name,
ID and Org Code

Security Manager Guide Page 3
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Create Program Area (Tag)

Use this page to create new Program Areas. Each Program must be linked to one Program Area. If the Program
Development Web Tool was used to export a Program, the Program Area will automatically be available on this
page. Program Area names will automatically start with the Organization 3-digit Org Code; they cannot be changed
once they are created!

Security-[ TRAAgencyAdmin]
! File View Report Options Help

<:I E:> b4 1) fﬁ @ [E’.'. {ﬂ:; A @ R <] (ﬁ K 4 B B : address |@aes:b’securitymanagen’program area(tag) v|ﬁ Go

Wizard +manager - Program Area (Tag)

Pr=iEEEN OB organization: Training Agency

Security Wizard
= Security Manager Program Area(Tag) Status: _‘4 [M
& grganizézttions Program Area(Tag) {1 of 2}
= Grou u
F'DgraArea (Tag) Program Area(Tag) W Tag 5 Description Status W ResourceGrouplD 7 OrglD 7 OrgCode
Programs » | TRACSEG_Programs | TRACSBG_Progr | CSEG Programs \| Active 100805 100129 TRA
User Groups TRAHEAP_Programs TRAHEAF_Progr | HEAF Programs ) Active 100904 100125 TRA
Permission
= User Setup
User
User Permission
Online Users
[=+Tab Group Setup
Tab Group
=+ Report Permission
Report Permission
Adhoc Report View List
[=-Report Subscription
Subscribe Report
IES >
[ New ] [ Save
Program Area(Tag): ?A |CSBG_Pngrams \ |
\
Description: |/CSEIG Programs \ | v Active
/ | Organization:Training Agem:\ | OrglD:100129 OrgCode:TRA |_ "

Navigating the Program| Area (Tag) Page

e All available Program Area (Tags) will be listed in tihhe PROGRAM AREA (TAG) GRID

e Filter the list to see just Active or Deactivated Program Areas with the Program Area (Tag) Status dropdown
e Create new Program Areas in the bottom section

Security Manager Guide Page 4
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Create New Program Areas (Tags)

Click NEW button at bottom of page

Enter name for Program Area (Tag) (3-digit Org Code appears automatically)
Enter Description

Click to create checkmark in Active box

Click SAVE button

a Program Area will appear in PROGRAM AREA (TAG) GRID

u b WwWN PR

Remove Program Area (Tags)
1 Program Areas cannot be removed or changed once they are created
2 They CAN be deactivated by un-checking the Active box

View existing Program Area (Tags)
1 All Program Areas will appear in the PROGRAM AREA (TAG ) GRID
2 Toview afiltered list of Program Areas:
a Toview only Active Program Areas, select Active in the Program Area (Tag) Status dropdown
b To view only Deactivated Program Areas, select Deactivated in the Program Area (Tag) Status dropdown
¢ Toview ALL Program Areas again, select % in the Program Area (Tag) Status dropdown
d If nofilter is chosen, the default list is ALL Program Areas
3 All matching Program Areas will appear in PROGRAM AREA (TAG) GRID

Security Manager Guide Page 5
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Create Programs

Use this page to create new Programs. Each Program must be linked to one Program Area and one Application
Type. If the Program Development Web Tool was used to export a Program, the Program will be displayed on this
page. Program names will automatically start with the Organization 3-digit Org Code. Once a Program is created
here, it will appear on the Program Setup page in the Organization library, as long as the User has correct
permissions to use it.

Security-[TRAAgencyAdmin]

! File View Report Options Help
oD ¥ At e SAFS® S B M oaddes |@ﬂes:b’securitymﬂnﬂgerfprogrﬁms v|ﬁ Go
Wizard +manager - Programs
[iSTGsERRNDE] 0rganization: Training Agency
Security Wizard
=-Security Manager FreTm SE | b Filter
Organizations = f30f 7}
= Group Setup — g —
Program Area (Tag) Program W Description ¥ ResourckGrouplD W FProgram Area(Tag) < ApplicationType 7 Status w 0
Programs TRACentral Intak | Central Intake for | 100518 TRACSEG_Programs CSBG Lctive 10
USEI’_GI'?UDS TRAHousing Housing Counseli | 100511 TRACSEG_Programs CSBG Lctive
dhr Pesr;"“"’” Y TRAFamily Self S Family Self Suffici TRACSBG_Programs
=+ User Setu
User ! TR&Wweather Rel | Weather Related_ | 100905 TRAHEAP_Programs HE&AP Lctive 10
User Permission TRAHome En*rg Home Energy Pro | 100908 \ TRAHEAP_Programs HE&AP BLctive 10
Online Users TRAVfinter Crigis | Winter Crisis Ener | 100307 \ TRAHEAP_Programs | HEAP Lctive 10
B-Tab Group Satup TRASummer Clisi | Summer Crisis En | 100906 \_ | TRAHEAP Programs | HEAP Bctive 0
Tab Group
=+ Report Permission
Report Permission
Adhoc Report View List
[=-Report Subscription
Subscribe Report
IS >
1
[ New\ ” Save ]
Pragram: TRA | Family Seli Sufficiency |
\
Description: | Family Self Sufficiehcy Program |
\
Program Area(Thg): |TRACSBG_F'rogram\ -
pplicationTypf:  [csEG | ¥ Active
\ / | Organization\Training Agency OrglD: 100129 OrgCode: TRA r .

Navigating the Programs Pag

e All available Programs will be listed in the PROGRAM GRID
o Filter the list to see just Active or Deactivateg¢l Programs with the Program Status dropdown
e Create new Programs in the bottom section

Security Manager Guide Page 6
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Create New Programs

1

2
3
4

Click NEW button at bottom of page

Enter name for Program (3-digit Org Code appears automatically)

Enter Description

Select Program Area (Tag)

a All Program Areas created on the previous page will be available in the dropdown

Select Application Type

a All Applications with Roles assigned to this Organization in Security Wizard will appear here
Click to create checkmark in Active box

Click SAVE button

a Program will appear in PROGRAM GRID

Remove Program Area (Tags)

1

Programs cannot be removed once they are created

2 They CAN be deactivated by un-checking the Active box

View existing Programs

1

All Program will appear in the PROGRAM GRID

2 Toview a filtered list of Programs:

3

a Toview only Active Programs, select Active in the Program Status dropdown

b To view only Deactivated Programs, select Deactivated in the Program Status dropdown
¢ Toview ALL Programs again, select % in the Program Status dropdown

d If nofilter is chosen, the default list is ALL Programs

All matching Programs will appear in PROGRAM S GRID

Security Manager Guide Page 7
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Create User Groups

Use this page to create User Groups. USER GROUPS determine what DATA a User sees, while the ROLE determines
which PAGES a user sees. Note that no Program is selected on this page — Permissions for the User Groups will be
set on the Permission page. All User Group names automatically start with the 3-digit Org Code.

Create a User Group for each Program and/or for each Group of Programs and Reports that any User will need to
access. For example, an organization has three Programs — A, B and C; they have users who access only their own
program, and other users who access all three programs. They would need four User Groups: User Group A, User
Group B, User Group C and User Group ABC.

An Agency Admin group is created automatically by Security Wizard; it is the Admin group for the Organization and
has access to all data for that Organization. It will not appear on this page to avoid changing or deleting it by
mistake.

@ Security-[TRAAgencyAdmin] |

! File View Report Options Help
n s & & Address aes:/isecuritymanager/user groups hd Go
A
Wizard +manager - UserGroups
Navigator %] Organization: Training Agency
Security Wizard T .
=-Security Manager EEn e j &]
Organizations User Groups {1 of 3}
= Gm;l:o‘?iﬁﬁ\rea (Tag) GrouplD < Description W RésourceGrouplD 7 Status W Admin 7 OrglD 7 OrgCode 7 Use
Programs » | TRAAN Users All Programs 100%14 Active r 100125 | TRA AllUs
ps] TRACSBG Users | All CSBG Progra 100%3 Active r 100128 | TRA CSBC
Permission TRAEnergy Users Ml HEAP Progra ‘IDDB'\Z Active r 100125 | TRA Energ
= User Setup
User
User Permission
Online Users
[=+Tab Group Setup
Tab Group

=+ Report Permission
Report Permission

Adhoc Report View List
[=-Report Subscription
Subscribe Report
= >
1
New v [ Save ]
UsgrGroup: TRA | All L)perg |
Desgription: | All F'rogran* |
™ Admin Ghoup W Active
\ I | Orga}\zatinn:Training Agency OrglD: 100125 OrgCode: TRA r .

Navigating the User Group Page

o All available User Groups will be listed in the USER GROUP GRID
e Filter the list to see just Active or Deactivated User Groups with the User Group Status dropdown
e Create new User Groups in the bottom section

Security Manager Guide Page 8
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Create New User Groups

1
2

w

Click NEW button at bottom of page 2 It can be helpful to use the word
Enter name for User Group (3-digit Org Code appears User in the User Group name so it is
automatically) not confused with a Program name
a It can be helpful to use the word user in the User Group name
so it is not confused with a Program
Enter Description
Click to add checkmark in Admin Group checkbox if this User Group is an Admin Group
a Ifa Group is marked as an Admin Group and has rights to another Group (see Group Permissions page), they
will be able to see data marked with a Private consent by a User in that Group
Click to create checkmark in Active box
Click SAVE button
a User Group will appear in USER GROUP GRID

Remove User Group

1
2

User Groups cannot be removed once they are created
They CAN be deactivated by un-checking the Active box

View existing User Groups

1
2

3

All User Groups will appear in the USER GROUP GRID

To view a filtered list of User Groups:

a Toview only Active User Groups, select Active in the User Group Status dropdown

b To view only Deactivated User Groups, select Deactivated in the User Group Status dropdown
¢ Toview ALL User Groups again, select % in the User Group Status dropdown

d If nofilter is chosen, the default list is ALL User Groups

All matching User Groups will appear in USER GROUPS GRID
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Create Permissions between Groups

Use this page to assign permission from Programs and user Groups to a User Group. The Group selected as the
GRANTOR grants permission TO the group selected as the GRANTEE, so the Grantee will have access to the
Grantor’s data.

Rights should be assigned from each Program to each User Group who will need access to it; these rights can be
assigned as Read Only when needed. If using Group Consent Levels, permission needs to be assigned from User
Group to User Group as needed.

An Agency Admin User Group is created automatically, although it does not appear on the User Group page. It will
appear here and will have rights automatically assigned to it from all Programs and User Groups.

Security-[ TRAAgencyAdmin]

: File View Report Options Help
<:I E:> b4 1) fﬁ @ IE:. (ﬁ o & @ A &3 P 4 B [ ¢ address |@aes:b’securitymanagerfpermission v|ﬁ Go
i Wizard and Manager v i Permission
\'jl Organization: Training Agency
Security Wizard
=-Security Manager [~ Read Only Organization: |Training Agency j
Organizations
=-Group Setup Grantor {11 of 14} Grantee {3 of 7}
Program Area (Tag) Type i GrouplD ¥ OrglD ¥ Resou GrouplD “ OrglD ¥ ResourceGrouplD TAI
E;frrg:‘jups Program TRA_Emergency | 100134 | 10082¢ TRA_WIC Uder G | 100134 | 100946
Program TRA_Employmen | 100134 100537 TRAAgencyfdmi | 100134 100524
[=-User Setup Program TRA_Energy 100134 100931 » ACSE E 00 00930
Hserp o Program TRA_Family Servi| 100124 | 10092¢ TRAEmp SErvichh | 100134 100940
Tt Frogram TRA_WIC 100132 | 10094 TRAFamil) Senfic| 100134 | 100938
- Tab Group Setup Program B | TRACentral Intak | 100134 | 100832 TRAHMIquer 100124 100532
Tab Group Program \ TRAHead Start 100134 100928 TRAHS Jlsers 100134 100927 w
I=-Report Permission UserGroup | | TRAWIC User G | 100134 | 10084 = »
Report Permission — Tam | 100122 100522
Adhoc Report View List UserGroup TRAAgencyAdmi
Adhoc Report Query UserGroup TRACSBG Users | 100134 100930
Listing Report Guery » erGroup AEmp Service 100 o094} Permisgions between groups {1 of 5}
e UserGroup AFamily Servic| 100134 | 10093¢ Grantor ¥ PermissionSettings ¥ Gr
Subscribe Report . -
UserGroup TI\AHMIS Users | 100124 | 100832 » | TRAEmp Serviges UG Read+Insert+Update+ | Tra
UserGroup TH*HS_Users 100134 100927 THﬁI_EmpIo‘;mmt Service | Read+Insert+Update+ | Tra
TH4_Famin Sgrvices Read‘nsert+Update+ Tra
TR.f\_Emergen v Services Read\ Tra
THA WIC Read | Tra
< > = >
\ | Organizition:TrainingAg ncy OrglD: 100134 |\OrgCDde:TRA r .
Navigating the Permissions Page
e All User Groups and Programs will be listed in the GRANTOR GRID
e All Organizations that User has access to will be listed in Organization dropdojwn

e All User Groups in the selected Organization will be listed in the GRANTEE GRID
e All Permissions linked to the selected Grantee will be listed in the PERMISSIONS BETWEEN GROUPS GRID
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Assign Permission from Grantor to Grantee
1 Select Organization in Organization dropdown on right side of page » Permissions are granted from left
a This is the Organization that will be receiving access to the data; to right: FROM the Grantor TO the

it may be the same Organization showing in the GRANTOR GRID or CranteclsoltheiCraniceiviliaie
. . access to the Grantor’s data
it may be a different one

2 If the Grantor will be a Program, and the User Group receiving access 2> All Programs and User Groups will
should be able to view the data but not edit it, click to create a be displayed in the GRANTOR GRID
checkmark in the Read Only checkbox > Select the Organization in the

3 Select Grantor in the GRANTOR GRID - this is the Group GRANTING the dropdown to see all User Groups in
rights TO another group the GRANTEE GRID

4 Select the Grantee in the GRANTEE GRID - this is the Group RECEIVING

the rights FROM the other group
5 Click the right arrow button

a The Permissions will appear in the PERMISSIONS BETWEEN GROUPS GRID

b Use the left arrow button to remove a Permission
In the simplest scenario, each Program should be selected as a Grantor and all User Groups who need access to
that Program should be selected as the Grantee(s).
Note that Permissions to all Programs and User Groups have been assigned automatically to the Agency Admin
User Group.

Remove Permission from Grantee
1 Select Grantee in GRANTEE GRID in upper right section

a Linked Permissions will appear in the PERMISSIONS BETWEEN GROUPS GRID
2 Select the Permission to remove—

Click the left arrow button

4  Permission will disappear from the PERMISSIONS BETWEEN GROUPS GRID

w

View all Permissions assigned to a Group
1 Select Grantee in GRANTEE GRID in upper right section
a The choice of a Grantor in the GRANTOR GRID will not affect the Permissions that appear
2 Alllinked Permissions will appear in PERMISSIONS BETWEEN GROUPS GRID on lower right side of page
a Any permissions that were assigned with Read Only permission will show READ in the Permissions Setting
column

Example

Organization has Program A and Program B

User Group 1 should have all access to A and to B

User Group 2 should have all access to B, but should only be able to view A
Select Group 1 in GRANTEE GRID

Select Program A, Program B and User Group 2 in GRANTOR GRID
Click right arrow button

Select Group 2 in GRANTEE GRID

Select Program B and User Group 1 in GRANTOR GRID

Click right arrow button

Click to create checkmark in Read Only checkbox

Select Program A in GRANTOR GRID

Click right arrow button

O 0O NOULL b WN PR
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Create Users

Use this page to create Users within the Organization; Users created in Security Wizard will automatically appear
here. All User IDs will automatically begin with the 3-digit Org Code.

Passwords can be changed here; they cannot be looked up, but can be reset.

Users have a set number of tries to log into the system, if they fail the system blocks them out from that IP
Address; they can be unblocked on this page. Users cannot be deleted, but may be made Invalid or their access

may be locked temporarily.

ecurity-[DEBAgencyAdmin]

¢ File Wiew Report Options Help
i o = G T T = A GO A& E M 4 b B addes |@aes:ffsecurﬂymanagerMser V|ﬁ Go
‘Wizard +Manager - User
avigato !ijl Organization: AS1Agency
Security Wizard
=-Security Manager . "
User Status: User ID: 3 Lack:
Organiz ations hd aslu ﬂ filter
7 Gml::'ljrosg?:;?.&rea [Tag) AI[ ] Unblock ] W=y {25l 1)
Fragrams New Save UserlD T Blocked 7  LastMame 7  Firsthle
User Groups ASTuzerbb uzerhh uzerhh
Permission UszerlD: AS1
[=-Uszer Setup
Location: |F|anc:hc,Dne j AS5Tugerhh 1 4 ugers uzers
User Permissi
DE'ELEET;T?”" First Mahe: |user3l3 | 45T 0/ Useix [
Valid Lzt P Lt A5 uzer!l y 1 1
= Tab Group Setup asthigme |use ,13 | 451UserE i 2222 1111
i Hepz:%g:;iiim Emai |use,fgg@mai| RN EEIL 5 T0sersLN E5Tert
Report Permission UserfRole Type: | ocdl &dmin j A5 zerd / 1 AS1UserdlN AS1Uzerd
ig:oc Eepoﬂ\éiew List Asllsed /1 451User3LN £51User:
oc Report Huery v I Loc =
Listing Flaport Query A5 ser2 1] A5TUser2lN A5TUserz
=+ Report Subscription AS‘IUSE/ 1 ASTUzerlM A51 U zerf
Subzcribe Repart
Reset
Password
< >
/ I | Organization:&51Agency | OrglD:10 | OrgCode:51 r .

Nawgatmg the User Bage
Filter the list of Users by Status, Usef IDJor Lock ptatus
e Create new Users in the left section
e Unblock a User’s access with the Unblpck button
e Reset a User Password in the bottom sectio,
e All available Users appear in the USER GRID
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Create new User
> Users are created here, but before

Click NEW button :

.. . the User can log in to the system,
Enter User ID (3-digit Org Code appears automatically) e T (9 e e e
Select a default Location User on the User Permission page
Enter First Name

Enter Last Name > Local Admins created here will not

. have permission to Security Manager
Enter User Email address =P 0 SectHlly J
until an organization is added to

Select User Role Type them on the Security Wizard User
a User or Local Admin Admin page

8 Click to create checkmark in Valid box
9 Make sure Lock checkbox does NOT have checkmark

NOoO b WwWwNPR

> Local Admins created here will not
have roles automatically assigned;

10 Click SAVE_ . they will have those roles when

a User will appear in USER GRID created in Security Wizard; other
A message will appear recommending that you reset the password roles may be assigned on the User
for the new User. Permission page
11 Click OK in the message popup
12 Select User in User Grid securitymanager

13 Click RESET PASSWORD button
14 Enter Password

15 Confirm Password

16 Click SAVE PASSWORD button

.
\14) 1t is recommended that you reset the Password of the new user.

Reset User Password

1 Select User in USER GRID

2 Enter Password

3 Confirm Password

4  Click RESET PASSWORD button

> An Admin cannot look up a User’s
password but may reset it here

Remove User (make invalid)
1 Users cannot be deleted but may be made inactive
2 Select User in USER GRID in upper right section
3 Click in Valid checkbox to remove checkmark
a User record still exists, but is no longer active and valid

Unblock a User
Users are blocked from the current IP Address after entering their password incorrectly three times. Users who are
currently blocked will have 1 displayed in the Blocked column
1 Select User in USER GRID
2 Click UNBLOCK button at top of page
a This will unblock the User’s access so they will be able to log in again

Lock or Unlock a User from the System
1 Select User in USER GRID
2 Click to create checkmark in Lock checkbox
a User will not be able to log in to system until their account is unlocked
3 Click to remove checkmark in Lock checkbox
a User will now be able to log in to system
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View existing Users
1 All Users will appear in the USER GRID
2 Toview a filtered list of Users:
a Toview only Active Users, select Active in the User Status dropdown
b To view only Deactivated Users, select Deactivated in the User Status dropdown
¢ Toview ALL Users again, select % in the User Status dropdown
d If no filter is chosen, the default list is ALL Users
3 All matching User Groups will appear in USER GRID
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Assign Permissions to Users

Use this page to assign Permission for Users to specific User Groups and Roles. Remember, Groups give the users
access to see data in the system; Roles give the Users access to see pages in the system.

A User may have Permission to more than one Group and more than one Role; a User will not be able to log into
the system until they are assigned a Group and Role.

Users with Local Administrator as their User Role Type will have all Roles with SYS = LA automatically assigned
whether they were created in Security Wizard or Security Manager.

Security-[TRAAgencyAdmin]

: File View Report Options Help
oD ¥ Aty e A 3K 4 B M oaddes |@aes:b’securit}'managen’userpermission v|ﬁ Go
Wizard +manager hd User Permission
\'jl Organization: Training Agency
Security Wizard
= SBCSIFFQIT.::'“T:J;:EBF Groups: |TF!,‘-‘-}-‘-.II Users j UserlD: | trau
= Group Setup b
Program Area (Tag) Applitation Roles {1 of 25) Users {1of 15}
E;frrg:\:ups RoleName  RolelD 7 S‘r’Sf UserlD ¥ ResourcelD ¥ OrglD W UserRole Yf
Permission » | HMISLA 1 LA » | TRAUser01 1000149 100128 |0
=+ User Setup CSBGLA 2 LA TRAUser(2 1000151 100128 |0
User — HSLA 3 LA TRAUseﬁB 1000153 100129 0
MOWLA 4 LA TRAUsthAl 1000155 100129 0
E-Tab Group Setup HEAPLA 5 LA TRAUSE5 1000157 100129 |0
Tab GI’DL_ID _ FoodLA & A L& TRAL%erDB 1000159 100129 0
Gi-Report Permission HousingLA 7 1 | TRAPser07 1000161 N
Report Permission . .
Adhoc Report View List MicroBusinespLA [2 | [ LA TRUser08 1000163 100125 |0
[=- Report Subscription Seniors LA 9 \ LA TR leana 1NAN1ER e I ¥
Subscribe Report TreatmentLA 10 \ LA User Permission {1of 2}
EncounterlA 11 \ LA UserlD i GrouplD W RoleName 7 Admin 5
ORLA 12 \ LA » [[TRAUser01 TRAAI Users HEAPCM r
LA 13 \ LA =) TRAUser(1 ‘ TRALI Users CSBGCM r
HRLA 14 [
OrganizationLg 15 \ LA
SystemLA 16 ||
TransLA 17 LA
HelpLA 18 LA
SecurityLA 19 LA
DataConversiopl | 21 ‘LA
Geruirit Manader | 22 a b
< > = >
| Or‘anization:Taining Agency | GroupID;THAAII\Users | Role: HMISLA UserlD: TRAUser(1
Navigating the User Permlission Pag

e All User Groups will appear in the Group dropdpw
e All available Application roles will appear in the APPLICATION ROLES GRID

e All Available Users will be listed in the USERS GRID

e All Permissions assigned to the selected User will appear in the USER PERMISSION GRID

Security Manager Guide Page 15
Adsystech, Inc. 2010 v446.06142010



Create a new User Permission

1
2

Select the User Group in the Groups dropdown

Select a role in the APPLICATION ROLES GRID on the left side

a To select more than one Role in the grid, click and drag down
to select all rows

b Orclick on the first Role, press CTRL and click on each
additional record to add

Select the User in the USER GRID on top right

a To select more than one User in the grid, click and drag down
to select all rows

b Or click on the first User, press CTRL and click on each
additional record to add

Click the right arrow button

a User Permission will appear in the USER PERMISSION GRID on
the lower right side

Remove User Permission

1
2
3

Select the User in the USER GRID

> User Groups are created on the
User Groups page in Security
Manager

> Application Roles are created and
assigned to an Organization in
Security Wizard; Roles will not
appear here unless they have been
assigned to the Organization

> Users are created on the User
page in Security Manager or Security
Wizard

> Users will not be able to log into
the system until they have
Permissions granted to one or more
Groups and Roles on this page

Select the Permission to remove in the USER PERMISSION GRID in the bottom right section of the screen

Click the left arrow button a

a User Permission will disappear from USER PERMISSION GRID

View all Permissions assigned to a User

1
2

Security Manager Guide

Select User in USER GRID
All assigned Permissions will appear in the USER PERMISSION GRID
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Online Users Page

Use this page to view online activities of Users, including last logon time, IP address of that computer and their lock
status.

Security-[AS1UserGroup]

File ~ Wiew~ Report~ Help =

Aol SE|asssa]Kdbi

ISecurityLA j Address I@aes:.l’.l’sec:ur'rtymanager.fnnline users j ﬁ G0 |
Mavigator R ox Organization: AAAAgency
T—SecurilyWizard
--Security Manager Online Users {1 of 2} |
|—l]lgan|zalmns Managed UszerD 7| LogonTime 7 IP | LastMame V| FistMame W OrglD 7| OrgMame 7 R
R p | Addlser 06/25/2008 121735757 Last First 100077 | Adddgency 100;
Program Area [Tag) A - !
Programs Al ser? T 06/25/2008 121735757 Last2 First2 100077 | Adddgency 100;
User Groups
—Permission
L1
=
|« | 2l
Uszer ID: Addllzer
Rezource|D : 100274
Lastharmey Last
Firsttame First
Qrganization Marme: Adddgency
Logon Tim Bf25/2008 2:38:08 P
LogCn IP: 12.173.57 57
Status: unloked
\ \ Organization:AdAbgency QrglCr: 100077 OrgCode:Add, r i |

Navigating the Online Users Page
e All Users who are currently logged in will appear in the ONLINE USERS GRID
e Information about the selected User will appear in the bottom section

View User Information
1 Select User in ONLINE USERS GRID
2 Information about that User will appear in bottom section of page
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Create Tab Groups for Resource Manager

Use this page to manage the Users and Groups that will be using Resource Manager. Create Tab Groups and add
Users to the Tab Group as members, anyone needing to have appointments scheduled needs to be a member of a
Tab Group (see Resource Manager Guide for more information about Tab Groups). Tab Groups need to be created
only if the Organization is using Resource Manager.

& Security-[DEBAgencyAdmin]

File Wiew Report Options Help

<::| E> b ] ﬁ g I:E:- (ﬁ L) @ & 5’3 K < B B¢ addess @aes:.f.fsecur'rtymanagernab group v | @ Go
Security ManagerLA - Tab Group
ﬁavi_g_qt_o_r ...................... ﬂﬁl Organization: AS1Agency
=-Security Manager
Organizations Awailable groups: |AS1AgencyAdmin j
[=-Group Setup
Pragram Area (T ag) [ MNew ] [ Save ] [ Delete Tab Groups 13 of 3}
Programs TabGroupMame W TabGrouplndex 7 TabGrouplD <
W e | Auditars |1 | 100072
Permission Tab Group MName: spectors
- User Setup Creve/Contigetors 2 100073
User ™ Routs
User Permission
Online Users
= Tabup Awalifble Lsers {1 of 29} TahGroup Members {1 of 3}
ab Group
(= Report Permission UszerD Firsttdame =7 LastNanf Userlp ¥ FirstMame 7 LastName W T

Fieport Permizzion p | &57_Adsystec Adzypstech Support » | ASTMaghgie Maggie Jiang Ire
Al et e Lt A51_User Firstnarme Lastnarne A51fi4‘ﬂ93 Rushtan James In:
[=-FReport Subscription il —— -

e — A51_uzerl / 1 1 AS‘Idnnlfer ien A duan Ire

45122 / 22 2

a513 [ d d

As1Adr7(n A [Adnin Admin

4510 |sTest\ C Test

As19!msTest2\ C T

AS}thrisTestB \ Chris Test

A% conkact \ contact contact

yS‘I dverla \ Deb Werla

a5 dverla2 \ Deb Verla

A5 frank \ frank frank

ASliduan 1 1 M

< > s >

/ \ / | Drganization:AS‘IAgency’ | OrglD:10 | OrgCode:AS1 r .

Navigating the Tab Groups\Page

e Create new Tab Groups in the top left section of the page

e All existing Tab Groups will appear in the TAB GROUPS GRID

e All Available Users will be listed in the' AVAILABLE USERS GRID

e All Users who are members of the selected Tab Group will appear in the TAB GROUP MEMBERS GRID
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Create new Tab Group

1 Select User Group in Available Groups dropdown

a This determines which Users will be displayed in the AVAILABLE USERS GRID
Click NEW button

Enter Tab Group Name

If this Tab Group is a Route, click to create checkmark in Route checkbox
Click SAVE button

u b wnN

Assign Users to Tab Group
1 Select User Group in Available Groups dropdown
a This determines which Users will be displayed in the AVAILABLE USERS GRID
2 Select Tab Group in TAB GROUPS GRID
Select User(s) in AVAILABLE USERS GRID on lower left section of page
4 Click right arrow button
a Users will appear in TAB GROUP MEMBERS GRID on right side of page

w

Remove Users from Tab Group
1 Select User Group in Available Groups dropdown
2 Select Tab Group in TAB GROUPS GRID
3 Select User(s) in TAB GROUP MEMBERS GRID on lower right section of page
4 Click left arrow button
a Users will disappear in TAB GROUP MEMBERS GRID on right side of page

Remove Tab Group
1 Select User Group in Available Groups dropdown
2 Select Tab Group in TAB GROUPS GRID
3 Click DELETE button
a Tab Group will disappear in TAB GROUP GRID on upper right side of page

View all Members of Tab Group

1 Select User Group in Available Groups dropdown

2 Select Tab Group in TAB GROUPS GRID

3 Users will appear in TAB GROUP MEMBERS GRID on lower right section of page
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Create Report Permissions

Use this page to give permission for Reports to the User Groups. Reports that were assigned to Applications in
Security Wizard will appear here.

Security-[TRAAgencyAdmin]

! File View Report Options Help

oD ¥ At g SAdS® S B M oaddes |@aes:h’securit}'managerﬁreportpermission V|P Go
Wizard +manager hd ReportPermission
Ealw ﬂa—l Organization: Training Agency
Security Wizard
=-Security Manager Report Type: lApp po - User Groups {4 of 11}
Organizations o GrouplD ¥ ResourceGrouplD 57 OrglD <7 f
= Group Setup i |csea -~ TRAAgencyAdmi | 100903 100129 =
P Area (T: A m
P[ﬁ[::\:ﬁ[ 2) Category: o T 5] TRAMIflsers [ 100814 100129
I TRACeftral Intak | 100918 100129
ser Groups " —
i ReportName: | | |[Fina ] TRACYEG Users | 100813 100129
[=-User Setup Report list {1 of 9} TRAErIerg‘,f Users | 100912 100125
User n -
e ermission FETETAE | AR | FETIETRE TR,:Fﬁmn; Self S | 100810 100129
Online Users p | Case Note 2! ApplicationRer TRH"IO'“PT Energ | 100308 100128
[=+Tab Group Setup Case Notes 25\ pplicationRer THArousmg 100911 100129
& Repzibpz:;?:smn Client Frofile 23\ \ EpplicationRer TRASummer Crisi [ 100506 100125 v
ClientAddress_~Appl 24‘ \ ApplicationRer Report Group Permission {1 of 6}
Adhoc Report View List ClientAddress_ID |27 | \ | ApplicationRer Regortame 7 ReportlD ¥ GrouplD 7 Repe
=-Report Subscription ClientFolderLabel | [ 28 | \_ [ BeplicationRer Clfent Profile 28 4 | TRACSBG Users | A
SIS Bt EntryZpplication 23 \ \ ApplicationRer Sfr'.'ioe Report by | 30 T TRACSBG Users | A
milestone summary | 22 \ \ ApplicationRer — rrlilestonesumma 22 ’ TRACSBEG Users | A
Sevice Reportty |30 | PonlcatonRer Grinyhpplication |23 | | TRACSEG Users |
fase Notes 26 | | TRACSBG Users |4
[Ease Note 25 | | TRACSEG Users [A
ks \WE ' >
\ \ | Olgraniza’[ic:rr:TrairrirrgAg'errc:!,.r |lOrg|D:1DD125‘ OrgCode:TRA r-:i
Navigating the Reports Page \
e Report Types will be listed in the Report Type dropdowns
e All available Reports of the selected type will appear in the REPORT LIST GRID
e All Available Applications will be listed in the APPLICATIONS GRID
e All Reports available in the selected Application will appear in the REPORTS AND APPLICATION ROLE GRID
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Assign Report to User Group

1 Select Report type in Report Type Dropdown at the top of page > Repots will appear here only if
a Ad Hoc, Application and General are the three Report types fhey.Wef.e 0$_signed 1:‘0 ther

2 Select Application in Application dropdown Al (0 Szt e

3 Select Category in Category dropdown > If a report is used by multiple

4 If searching for specific Report, enter name in Report Name Field applications, it will need to be

5 Click FIND button assigned for each application

Available Reports will appear in REPORTS LIST GRID.
6 Select Report(s) in REPORTS LIST GRID on left side of page

a To select more than one Report in the grid, click and drag down to select multiple rows

b Orclick on the first Report, press CTRL and click on each additional Report to add

¢ If no Reports appear, there are no available Reports of the selected type for the selected Application
7 Select User Group in USER GROUP GRID on right side of page

a To select more than one User Group in the grid, click and drag down to select multiple rows

b Or click on the first User Group, press CTRL and click on each additional record to add

8 Click -> right arrow button
a Report will appear in REPORT GROUP PERMISSION GRID b—

Remove Report from Group
1 Select User Group in USER GROUP GRID in upper right section
2 Select Report in REPORT GROUP PERMISSION GRID in lower right section

3 Click <- left arrow button
a Report will disappear from REPORT GROUP PERMISSION GRID

View all Reports assigned to a User Group
1 Select User Group in USER GROUP GRID in upper right section
2 All linked Reports will appear in the in REPORT GROUP PERMISSION GRID in lower right section
a The report will only appear in the Grid once, no matter how many application versions have been assigned
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Assign Adhoc Report Views

Use this page to manage the Views that will be available for Adhoc Reports. The Views that were assigned to an
Application in Security Wizard will be available here.

@ Security-[TRAAgencyAdmin]

FEX

! File View Report Options Help
<:I E> b4 1) fﬁ @ [E’.'. Eﬂ} A @ & @ (ﬁ P 4 B [ G Address |@aes:h’securitymanagerfadhocreoprttablelist v|ﬁ Go
i | Wizard +manager -} adhocReport ViewList
[isvigater @A) organization: Training Agency
Security Wizard o
- Security Manager Application: |CSBG ﬂ Groups {4 of 11}
Organizations GrouplD “ ResourceGrouplD 7 OrglD 57 A
[=-Group Setup View List {51 of 57} TRAAgencyAdmi 100903 100129 i
gz:::\:eﬂ (Tag) TableName ¥ TablelistD ¥ TRAAI Users 100914 100128
U @ries vADHOC_Utilization_ | 41 & TRACentral Intak ,| 100918 100129
Permission vADHOC_Utilization_ | 42 ( TRACSBG Users 100513 1
E-User Setup vADHOC_Utilization_ | 43 ¢ TRAEnergy Useys | 100912 100128
User o wADHOC UtilRﬁtion A4 C TRAFamily SelyS 100310 100125
User Permission = = —
O el vADHOC Usilizgtion_ | 45 ( TRAHome Enefg | 100508 100123
- Tab Group Setup vAdhocActivities 181 i TRAHousing [ | 100811 100128
Tab Group wADHOCDemogr: phi d TRASU mrr'erFrisi 100906 100129
[=+Report Permission n e n e o e VS b
TermiFETes T vADHOCActivitieskpAd | 183 ( k e e
vADHO CActivitiesi\A | 184 ¢ ontext Adhoc Report Table List
[=-Report Subscription vADHOCFIatEntryEAt | 185 { TableNa il GrouplD 7 TablelistiD ¥ OrglD W
Subscribe Report N vADHOCIncomeDem 186 d » vADHDC%oome TRACSBG Users | 188 100125 5
vADHOCMilestoneSt \ 187 ( vADHDEFeferral TF\CSBG Users | 130 100129 5
vAdhooProfieQuestio | 183 . vADHOf Demogr | THACSEG Users | 182 NENE
vhdhocQuestions 29 (
vADHOCReferral A {
vAdhocServices (0
vADHOCSnapshotine 192\ (
b
e > < >
\ /| Organizatinn:TrainingAgenc\ | OrglD: 100125 OrgCode: TRA
Navigating the Reports Page
e All available Views will appear in the VIEW LIST GRI
e All Available User Groups will be listed in the GROUPS GRID
e All Views assigned to the selected User Group will appear in the CONTEXT ADHOC REPORT TABLE LIST GRID
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Assign Views to User Group

1 Select Application in dropdown > Views will appear here only if they
Views assigned to that application in Security Wizard will appear in the View were assigned to the Application in
LIST GRID Security Wizard

2 Select View(s) in VIEw LIST GRID on left side of page

a To select more than one View in the grid, click and drag down to

select multiple rows

b Or click on the first View, press CTRL and click on each additional record to add
3 Select User Group in GROUP GRID on right side of page

a To select more than one User Group in the grid, click and drag down to select all rows

b  Or click on the first User Group, press CTRL and click on each additional record to add
4 Click -> right arrow button

a Report will appear in CONTEXT ADHOC REPORT TABLE LIST GRID

Remove View from Group
1 Select User Group in USER GROUP GRID in upper right section
2 Select View in CONTEXT ADHOC REPORT TABLE LIST GRID in lower right section

3 Click <- left arrow button
a View will disappear from CONTEXT ADHOC REPORT TABLE LIST GRID

View all Reports assigned to a User Group

1 Select User Group in USER GROUP GRID in upper right section

2 Alllinked Views will appear in the in CONTEXT ADHOC REPORT TABLE LIST GRID in lower right section

Note that some views may appear to be listed multiple times in the Grid, which is because each one is linked to a
different application. Each view has a Table List ID listed next to it and you will see that same number in the VIEw
LIST GRID and in the CONTEXT ADHOC REPORT TABLE LIST GRID.
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Assign Adhoc Report Query

Once Adhoc Queries are saved by Administrators and users, use this page to manage the Queries and assign
permissions. The Program or User Group must have rights to the Report Type assigned on the Report Permission
page and to the View assigned on the Adhoc Report View List page. If sharing Queries between Organizations,
remember to select the desired Organization first on the Organizations page.

& Security-[DOHAgencyAdmin]
! File View Report Options Help

<:I E:> b4 1) fﬁ @ [E’.'. {e} A @ R <] (ﬁ K 4 [ B address |@aes:b’securitymanagen’adhocreporﬂemplate

v|ﬁ Go

Security ManagerLA

- Adhoc Report Query

EEX

=-Security Manager

Organizations
=+ Group Setup
Program Area (Tag)
Programs
User Groups
Permission
[=-User Setup
User
User Permission
Online Users
[=+-Tab Group Setup
Tab Group
[=+-Report Permission
Report Permission

Adhoc Report View List

Listing Report Query
[=-Report Subscription
Subscribe Report

a—l Organization: Depariment of Housing

Application: |HMis -l
Report Template: | j
Report Name: | | [ Find ]
Adhoc Report Query {1 of 17}
Reporthlame W ReporiTemplateMam ¥  SQLE
p | vAdhocServices - Listing B0Fields List Select
Services By ServiceDate B0Fields List Select
Service by zip B0Fields List Select
Referal by Agency and Sta | 50Fields List
vADHOCDemographycs - Cylinder chart
vADHOCDemograph i\s - | Fields List

vidhocServices - Gro\p Li

Group List Sum

vAdhocService - M atrix‘(:o

Matrix Count

vAdhocService - Matrix l\is

Matrix Distinct Count

vAdhocService - Matrix D\s

Matrix Distinct Count

vAdhooQuestions - Maxtix\

Matrix Listing

Assessment Matrix

Matrix Listing

vhdhocServices - Matrix S

\(\ﬂatrix Sum

vAdhocServices - Matrix S

Natrix Sum

vAdhocServices - Pie Char

Pl Chart

vAdhocServices - Stacked

Sté(:ked Cylinder chart

vAdhocServices - Stacked

Stadjed Cylinder chart

User Groups {1 of 15}
GrouplD | ResourceGrouplD w7 OrgIDf

[§ DOHAgencyAdmi 100329 100132
DOHCaseManag | 100545 100132
DOHCentral Intak | 100851 100132
DOHCSEG 100972 100132
@HEarIy Head | 100968 100132
pDHEmergenc','S 1005841 10013z
/DDHEnoounter 100943 10013z

NOHFneounterl 1= 1 100545 1 nm;&: v

Adhoc Report Ques

ry Group Permission {1 of 22}

Reporthlame W ReportTemplateName f
Unit Status stacke | Stacked Cylinder chart DC
Matrix Count by Matrix Distinct Count D
Unit Status Pie Pie Chart DC
F{ene*ﬂbleStatus B0Fields List oC
Unit Si‘atus B0Fields List oC
Assess\ment Matri | Matrix Listing D
Referal\b',' Agenc | B0Fields List D
'.'Adhoc‘f‘ewioes - | Stacked Cylinder chart D
whdhocdervices - | Pie Chart Dt
'.'Adhoc*wioes - | Group List Sum DC
VAdhocS(‘rvioe - | Matrix Distinct Count oC
Vﬁa.dhocSe"\.'ioe - | Matrix Distinct Count DCgm
¥

| Organization: Department of Housing | \(:lepnrtName: vAdhcfServiDes- Listing | Applit%tinn: HMIS | GrouplD: DOHAgencyAdmin

Navigating the Adhoc Report Query Rage
Limit the list of Queries by selecting an Application and/or Report Template in thé dropdowns
All available Adhoc Report Queries will appear in the ADHQC REPORT QUERY GRID
All Available User Groups will be listed in the GRoups GRIDI

All Queries assigned to the selected User Group will appear in the ADHOC REPORT QUERY GROUP PERMISSION GRID
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View existing Queries
1 Select parameters of Query search:

a Select Application in dropdown to limit search to one application

b Select Report Template to limit search to one template type

¢ Enter Report Name to find one specific Query

d Make no selections to find ALL existing Queries
2 Click FIND
All matching Queries will appear IN ADHOC REPORT QUERY GRID. Note the Grid shows the Query name, the Report
Template used to create the Query and the SQL String; if cursor is paused over SQL String, a tool tip will show the
entire string.

View all Reports assigned to a User Group
1 Select User Group in USER GROUP GRID in upper right section
All assigned Queries will appear in the in ADHOC REPORT QUERY GROUP PERMISSION GRID in lower right section.

Add Queries to a Group

1 Select Query(s) in ADHOC REPORT QUERY GRID on left (see View existing Queries above)

2 Select User Group(s) in USER GROUP GRID in upper right section

3 Click the -> Right Arrow button

The Query will appear in the ADHOC REPORT QUERY GROUP PERMISSION GRID in the lower right section

4 Toremove a Query permission, select it in the and click the <- Left Arrow button -

If the Group has not been assigned permission to both the Report Template on the Report Permission page and
the Report View used on the Adhoc Report View List page, an error will appear stating the necessary permissions
need to be assigned first.
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Assign Listing Report Query

Use this page to manage the Queries created on pages in the system and assign Permissions to them; many
Queries will be created on the Listing and Customer Listing pages. If sharing Queries between Organizations,
remember to select the desired Organization first on the Organizations page.

Security-[DOHAgencyAdmin]

! File View Report Options Help
<:I E:> b4 1) fﬁ @ [E’.'. {ﬂ:; A @ R <] (ﬁ P 4 [ B ¢ Address |@ aes:/isecuritymanager/listingrep ortquery - | & Go
Security ManagerLA - Listing Report Query
[Mevigstor " [93| organization: Depariment of Housing
=-Security Manager -
Organizations Application: |HM|S j User Groups {1 of 15}
E-Group Setup — GrouplD | ResourceGrouplD w7 OrgID4
A Page: Customer Listing - b
Erogram Area (Tag) | [ 'Y DOHAgencyAdmi 100929 1001370
rograms . .
Usfr Groups =il SOl I:I DOHCaseManag | 100345 100132
Permission - DOHCentral Intak | 100951 100132
[=-User Setup DOHCSEG 100872 100132
User .
User Permission Listingg Report Query {1 of 5} DOHEarly Head 100568 10013z
Online Users 1D W SQLame ¥  SQLSting W Page DDHEmergenc';S 100341 100132
=-Tab Group Setup ) Adho clect Top 10 e quEnoounter 100943 10013z
Tab Group . N{iHFneanntertIs | 100848 100137 ¥
B o & check Select Top 10 * T | customer | J< 1 3
Report Permission 16 NorS Select Top 10 *fr | customer | = =
Adhoc Report View List 17 NandS Select Top U ~fr | customer | Listing Report Query Group Permission {1 of 4}
Wi IEE R By 21 azaa Select Top 10 *F | customer | SQLName W SQLStringlD W ResourceGrou
do [ Adhoc 3 100929
oy 'Ff:;:ﬂ ste=wait 7 100225
Evolredfis |2 100528
= Test Quefyl 1 100328
IES > IES >
| Organizafion: Department of Hodsing | SQLfame: Adhoc Page: customer listing GrouplD: DOHAgencyAdmin
Navigating the Listing Repornt Query Rage

e Limit the list of Queries by selecting an Application apd/or Page in the dropdowns

o All available Listing Report Queries will appear in the LISTING REPORT QUERY GRID

e All Available User Groups will be listed in the GROUPS GRID / /

e All Queries assigned to the selected User Group will appear in the LISTING REPORT QUERY GROUP PERMISSION GRID
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View existing Queries
1 Select parameters of Query search:
a Select Application in dropdown to limit search to one application
b Select page to limit search to just queries created on that page
¢ Enter SQL Name to find one specific Query
d Make no selections to find ALL existing Queries
2 Click FIND
All matching Queries will appear IN LISTING REPORT QUERY GRID. Note the Grid shows the SQL name, but if the cursor is
paused over SQL String, a tool tip will show the entire string.

View all Queries assigned to a User Group
1 Select User Group in USER GROUP GRID in upper right section
All assigned Queries will appear in the in LISTING REPORT QUERY GROUP PERMISSION GRID in lower right section.

Add Queries to a Group

1 Select Query(s) in LISTING REPORT QUERY GRID on left (see View existing Queries above)

2 Select User Group(s) in USER GROUP GRID in upper right section

3 Click the -> Right Arrow button

The Query will appear in the LISTING REPORT QUERY GROUP PERMISSION GRID in the lower right section -

4 Toremove a Query permission, select it in the and click the <- Left Arrow button
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Subscribe Report

Use this page to set up jobs that will automatically execute a management report and email it to select users or to
an entire group. The page is agency specific, so you can select any Application and Report that is currently available
for that Agency, and then select a User Group and users within that group. The job can be set up to be a onetime
occurrence or to be recurring. The report will be emailed to the email addresses of the Users selected.

Security-[AS1AgencyAdmin]
! File View Report Options Help

<:I E> b4 1) fﬁ @ [E’.'. (ﬁ O & @ A Cﬂ} K d B Bl : address |@aes:Hsecuritymanagerfreportschedule v|ﬁ Go

i SecurityLA v i Subscribe Report

|isvisserNPE] organization:  AS1Agency
=-Security Wizard

#-Organization Management Gl HMIS v| Category:  |al < User Group {1 of 1}

=-Security Manager Report Name: | | m] GrouplD ¥ ResourceGrouplD ¥ OrglD ¥ Repor

Organizations (W AS1AgencyAdmi 100 10 G

E-Group Setup General Reports {3 of 8}
E;ﬁ:;:m:-ea (T=g) Reporthla, < ReportlD 7 ApplicationMame 7  Re
User Groups Activity fand_De | 120 HMIS Gen
Permission Activitf_and_De | 122 HMIS Gen
= USELFJSETUD AHAF_ES_Famil 12 I | >
<. AHJR_ES_IND_ | 124 HMIS Gen _
User Permission - Users in thelGroup {23 of 58}
Online Users AHAR_TH_FEmlI 1 HMIS Gen =05 < & 5 < & — =
Valid User IP HHARTHOND_ | 125 HMIS Gen ot ok ==
= Tab TGEEP Setup PR_GTD_Detail | 126 AMIS Gen ;61': ”f:: | = WB | o
ab Group — conta =
L QPR_Quarter_De | 127 HMIS Gen N ASidverla 8
Report Permission n =
Adhoc Report View List ASTdverlg2 1000137 100
Adhoc Report Query | 45 1fran | 1000041 | 100 v
Listing Report Query J 5 > J < | >
[=-Report Subscription
Report Schedule
Schedule Type  |Recurming - [~ By Group

‘ Occurs:  |Monthly - St%lDate: 07/01/2010 a End Date: | 12/01/2010 |»

Users who will get the email: ||_ Mon ™ Tue ™ Thur I~ |Fri ™ Sat ™ Sun

ASldverla

Description |

/ / e

Navigating the Subscribe Report Page
e Select‘Management Reports in top left sdction; matching rgports will be displayed [n GENERAL REPORT GRID
e All User Groups with permission to that Report will be displayed in USER GROUP GRID
o All Users of selected User Group will be displayed in USERS IN THE GROUP GRID

e Schedule the delivery of Report in bottom section
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Schedule Report Delivery to Groups or Users

Please confirm the parameter values:

> It is helpful to run the report once
and note the Values for each
Parameter; the popup Parameter
window will not have dropdowns
and you will need to enter a value
for each parameter

Report Parameters {2 of &}

1 Select an Application (HMIS, Head Start, CSBG, etc.)
2 Select a Category if needed
3 If looking for one report, enter name of report
4  Click FIND
All matching reports will appear in GENERAL REPORT GRID.
5 Select Report to use in GENERAL REPORT GRID
6 Select User Group in USER GROUP GRID on right side of page
a All Groups who have permission to selected report will be displayed
7 If selecting specific Users, select them in the USER IN THE GROUP GRID
a All members of selected User Group will be displayed
8 Click NEW button in bottom section
1 Select Schedule Type
a OneTime
b Recurring
2 If Onetime
a Select Date
i) Date must be future date
3 If Recurring
a Select Occurs:
i) Daily
i) Weekly
iii) Monthly
b Select Start Date and end Date
i) Dates must be future dates
¢ Click to create checkmark in Day of week if Weekly
4 If sending to entire Group, click to create checkmark in By Group checkbox
5 Enter Description
6 Click SAVE
7 Parameter Popup window will appear scurity-[AS1AgencyAdmin]
8 Click on each item in REPORT PARAMETERS
GRID
9 Enter Parameter Values PermmliEss (Sl

Param Value:

10 Click SAVE button
11 Repeat for each record in Grid
12 Click CLOSE when finished

DOHAgencyAdmin

PName 7 PValue W Pararf

UserlD

SessionlD
GeoCode
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