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Overview of Security Wizard

Security Wizard is a tool used by System Administrators to begin the security setup of the AES system.

With this tool, Administrators will create and manage Roles and the permissions granted to those Roles, create
Regions and Organizations, assign Roles to Organizations, establish Organization Administrators, and assign
Reports to Applications.

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

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 or invalid

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

Create Roles for each Application to be used

Assign Page Permissions for each Role (use Control and Menu Permissions if needed)
Create Region(s)

Create Organizations (in the correct Region)

Assign Roles to Organization (Use Unions if assigning to multiple Organizations at once)
Create Local Administrators for each Organization

Assign Reports and Adhoc Views for each Application

NOoO U, WN R
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Security Wizard Structure
There are two main sections of Security Wizard:
1 Application Management section
a Application Roles is where Roles are created for each Application being used
i) Roles give Users access to specific pages in the system
ii) An Organization will not have access to an Application until a Role is created for that Application and is
assigned to the Organization
b Library section includes pages where Permissions are assigned for Pages, Menus and Controls
i) Page permissions give the Role access to pages in the system
ii) Control permission gives the Role access to specific controls on a page in the system
iii) Menu permission gives the Role access to specific menus on a page in the system
¢ Report section allows Reports for each Application
i) Each Report Type — General, Application and Adhoc — lists all available Reports
ii) Each Report and Adhoc View can be enabled for a specific Application
2 Organizational Management section
a The Organization Page allows the creation of Regions and Organizations within those Regions
i) Once an Organization is saved, the Region and Org Code assigned to it cannot be changed
b Each Organization will be assigned a unique 3 digit Org Code; this Code will automatically preface elements
within that Organization, such as Program Names, Program Components, User IDs
¢ Roles are assigned to Organizations; this assignment also creates the link between Organizations and the
Applications available to it
i) Roles can be assigned to one Organization at a time
ii) Unions can be created of a group of Organizations and Roles can then be assigned to the entire Union at
once
i) If an Application doesn’t seem to be available in Security Manager, check Security Wizard to make sure
that a Role has been created for that Application and that the Role has been assigned to the
Organization
d Local Administrators are created on the User Admin page; this will initiate their access to the Security
Manager section

Security Wizard Guide Page 2
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Create Application Roles

Create new Roles and view Roles already created for an Application on this page. Roles determine which pages in
the AES system a User may see and use; each Application will have its own set of Roles.

Some Roles will be preset by Adsystech; those Roles (which have a designation of LA in the ROLE(S) OF THE
APPLICATION GRID column SYS) will be automatically assigned to all Local Administrator Users created in Security
Wizard.

Name the roles something easily identifiable, we suggest using a combination of the Application and use, i.e. Case
Managers using HMIS might be HMISCM; Program Managers using CSBG may be CSBGPM. Use the Description
field to identify for what purpose the Role will be used.

Security-[DEBAgencyAdmin]

 File Wiew Report Opfions Help
<:I E:> b4 1) ﬁ @ IE:. (ﬁ O & @ A {ej P4 [ B G address |@aes:.l’.l’sec:ur'rtywizard.fapplication roles v|ﬁ Go
‘Wizard +manager - Application Roles
avigatar @] Application(s) in Domain {14 of 23}
=-Security Wizard ApplicationMame 7 Descrption W ApplD 7 AppMenulD 7 Custam i Wersion i Style 7 f
[=-Application Management eFactory W1.0 100026 |1 4460
Application Roles
B-Library EmployesFTE 1.0 100018 1 4460
Page Permission Encounter W1.0 100017 1 4460
Contral Permission First W1.0 100012 1 4460
Lo Menu Permission FoodService Y10 13 1 4460
i HeadStart vio 3 1 1460
eports
Adhoc Report View List HEAF V1.0 3 1 4460
[#-Organization kanagement Help 1.0 100023 1 4460
5 Dvgrvn:\:l\l » 100010 1
[+
* Securty Manager Housing V10 GERRE 4450 ©
< >
[ New ” Save Role(s) of the Application {1 of B}
FioleMame W ApplicationMame W Description 7 Vald 7
Fole Mame: | HISLA \ L4 : : :
- HMISCH HiIS role fFor C.
Description: HHIS role for Local Administrators - - ol Tor -as ke
HISS wipeCard Swipe Card Role v
HMISS wipeCh v
HPRP Basic Pag Minirmum pages f v
¥ Walid
= >
\ \ / | Application: HiIS Fiole: HMISLA rr .

Navigating the Application Roles Page

e All available Applications will appear in the| APPLICATION(S) IN DOMAIN GRID in the top section

o New Roles will be created in the left sectio Z

e All Roles linked to the selected Application will appear in the ROLE(S) OF THE APPLICATION GRID on the bottom right
side
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View available Roles

1

2

Select Application in APPLICATION(S) IN DOMAIN GRID

a Alllinked Roles will appear in the ROLE(S) OF THE APPLICATION GRID
Click on Role in grid to see information about that Role

a Some Roles will be created by Adsystech

b Once a Local Administrator and/or Super Administrator is created (see User Admin page), that User will

automatically have access to appropriate Roles (i.e. that have sys=LA)

Create a New Role

1 Select Application in APPLICATION(S) IN DOMAIN GRID
2 Click NEW button in lower left section
3 Enter Role Name
4 Enter Description of Role
a This description will be helpful to tell apart the new roles as you create them
5 Click to create checkmark in VALID checkbox
6 Click SAVE button
Copy Existing Role
1 Select Role to copy in ROLE(S) OF THE APPLICATION GRID
2 Click COPY button
3 Rename Role in Role Name field
4 Enter Description
5 Make sure VALID checkbox is checked
6 Click SAVE button
Delete Existing Role
1 Select Application in APPLICATION(S) IN DOMAIN GRID

2 Select Role to delete in ROLE(S) OF THE APPLICATION GRID

3

Click DELETE button

Make an Existing Role inactive

1

Select Application in APPLICATION(S) IN DOMAIN GRID

2 Select Role to delete in ROLE(S) OF THE APPLICATION GRID

3

Click in VALID checkbox to remove checkmark
a The Role remains in the system but will not be available for use

Security Wizard Guide Page 4
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Assign Page Permissions

Use this page to manage the permissions assigned to each Role. Permission assigned on this page includes all
menus and controls on a page; if a Role should have access to only certain items on a Page, manage those
exceptions with the Control Permission or Menu Permission pages.

(@ Security-[DEBAgencyAdmin]

File Wiew Report Options Help

<::| E> "4 '(l ﬁ @ I:E:- (ﬁ @ o) @ & -{f} [Kl <| |> |>[| Address maes:.f.fsecur'rtywizardrpage permission b ﬁ G0
‘Wizard +manager - Page Permission
ﬁavigator @I -
= = Application HHIS - A
= Security Wizard | | Appllcatloh Fi.ole {7 of 7 -
[=-Application Management Al Pages in Cument Application {1 of 82} octions GaRplicaiogios Descioion
icati HHISLA HHIS HH15 role for L
A.ppllc:atlon ficles TreeMode i Fagi i LibrarylD f (e lortoe
= Library 5 . L HHISS5A HHIS HiI554
» | Client Listing Cusztomer Lizting Centrallntake
e - - HMIS HHIS
Cantral Permizsion Demographics Demograp}\lcs Centrallntake
Menu Pemission Dacuments Documents\ Certrallntake :H:EEM - :E:g :M.IS r;le;o;clas
ati=nol Employrment-E du Employment\ Centrallntake W!Dem wIpe -ard nole
Reparts HMISS wipeC HMIS
Adhoc Report View List Househald Houzehold \ Centrallntake R .
[#-Organization kanagement popdddress \ Centrallntake MR (RS
DV?W'EW pop&ddressHiQ\tor Centrallntake
Sy Mg pop&ppointmer\{ Centrallntake J < >
popContact \ Centrallntake
poplncome \ Centralintake Page Permission of Current Role {1 of 82}
. . =
E ligibility Frafile \ Centrallntake Page T Walid W LibranlD % Rol
Referral IntakeR eferral \ Centrallntake HPRP Stardard v Services HPRP
Case Motes Caze Motes \ Services HPRP Lite, v Services HPRP
Client Profile Clignt Profile Serviceg DDDA“W'\‘C*'V“}' |7 Services HFRP
Client 5 avings Track Savings Services\ & Wendar ’ ¥ Services HFRF
Sessions Sezsions \Services\ - PDPPLTE“f'nfD v Services HFRP
Service Provider | Services %ervices \ Wendar F'E'yment v Services HPRP
Program Referral | ProgramPeferral @@rvices \ DISl[IbulIDh v Services HFRF
Fragram S*rvices \ F'LDoc:un‘[ents v Services HFRF
PopMate Se\vices \ popFoIIouﬁUpMile Services HFRF
popHonCash Sel\/ices \ Caze F'Ia+ |7\ Services HFRF
popFallowup Ser*ic:es \ popNutriL’onaI v \ Services HFRF
popE xit Services v TranzPickUpDrop v Services HFRF »
< > K >
\ | \Application: HMIS | Fiole/HFRF B azic Pages | Paéﬁ: Cuztomer Listing r .

Navigating the Page Permission Page

e All available Applications will be listed in the Application dropdown

e All Roles available in the selected Application will appear in|the APPLICATION ROLE GRID

e All pages in the selected Application will be listed in the ALLIPAGES IN CURRENT APPLICATION GRID
0 Note the Grid shows the Name that shows in the Tree, the system page name and the Library ID name

e All Page Permissions linked to the selected Role will appear in the PAGE PERMISSION OF CURRENT ROLE GRID
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Assign Page Permissions to Role

1 Select Application in Application Dropdown at the top of page

2 Select Role(s) in APPLICATION ROLE GRID in upper right section
a To select more than one Role in the grid, click and drag down to select all rows
b Orclick on the first page, press CTRL and click on each additional Role to add

3 Select page(s) in ALL PAGES IN CURRENT APPLICATION GRID on left side of page
a To select more than one page in the grid, click and drag down to select all rows
b Or click on the first page, press CTRL and click on each additional page to add

4 Click right arrow button
a Page will appear in PAGE PERMISSION OF CURRENT ROLE GRID

b Use left arrow button to remove permission from Role
5 Repeat for each Page to add
6 Repeat for each Role

Remove Page Permission from Role

1 Select Application in Application Dropdown at the top of page

2 Select Role in APPLICATION ROLE GRID in upper right section

3 Select page(s) in PAGE PERMISSION OF CURRENT ROLE GRID on right side of page
a To select more than one page in the grid, click and drag down to select all rows
b  Or click on the first page, press CTRL and click on each additional page to add

4  Click left arrow button
a Page will disappear from PAGE PERMISSION OF CURRENT ROLE GRID s

View all Page Permissions assigned to Role

1 Select Application in Application Dropdown at the top of page

2 Select Role in APPLICATION ROLE GRID in upper right section

3 Alllinked Pages will appear in PAGE PERMISSION OF CURRENT ROLE GRID on right side of page

Notice the number of pages assigned to the Role is listed above the PAGE PERMISSION OF CURRENT ROLE GRID

Security Wizard Guide Page 6
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Assign Control Permissions

Use this page to manage the permissions for Controls on a Page. Pages will appear on this page when there are
specific Control items available; otherwise, pages will not be available here. If a Role should have access to
everything on a page, it can be granted on the Page Permission page instead.

ecurity-[DEBAgencyAdmin]

File Wiew Report Options Help
fe T~ O TR B GO S & E K b B addess | A sesiisscurtywizardicortrol permission v @ @
‘Wizard +manager - Contral Permission
ﬁavigator m o
= = Application HHIS > et
= Security Wizard | J Application Role {1 of 7}
- i b - FioleMame Applicationt ame Description
=4 pplication Management .
#pplication Rioles Avaiable Pages |(Centiallnieke] Demooiaphics = b | HMISLA HMIS HMIS role for Loc
= Library HMIS5A HHIS HI5 54
ag mission Controlis) in the Selected Page §1 of 1} HMIS HMIS
Control Permissio
LRIt S FiEpEiEhYEe Wl GOfems | O HMISCM HMIS HMIS role for Cas
E-Report =gl | Panel |24 HMISSwipeCard | HMIS - Swipe Card Aol
Ezﬁmtsﬁ Vi Lis Propertytyalue CMam ¥ Cln HMISSwipeCM HMIS |
oc Repart Yiew Lisl - —
e T G s Mew Button 1 HPRF Basic Pag | HMIS , Minimurn pages f
Organization Save \ Button \ 9q
Organization Roles Conzent Fié(used Check \ 3
: Bl NS >
Union Organization \ ‘Fanel \ 995
Union Roles
User Admin & \ kanel \ 227 Control Permissions df Current Role {4 of 6}
Diverview Propertyiialue b CHame | < Cln Froperyfalue 7 age ' CHame '
Security Manager Consent Label 94 Listing; Panel
Canzert Exp\Date La\)el \ 220 Listin;i Panel
\ Eor\.bo \ 103 D emographics UlraD ateTime
\ Cormpa BEE 4
Status \ Labe] HED Demggraphics Panel
\ UlralateTime | |1 Demdaraphics Parel
Fropertytalue w Chlame - Cln
Panel 226
| [Panel | | |13
\ [Panel | [
IE: > = >
™ Readdnly I” Enable Yisible v ReadOnly |~ Enable v izsible
\ \ \ | Applicati+: Hi15 | Hole\HMISLA rr .

Navigating the Control Permission\Pag

e All available Applications will be listed in the Application drropdown

e All Roles available in the selected Application will ippear inlthe APPLICATION ROLE GRI

e All Pages in that Application will be listed in the Available Pages dropdown

e All Controls in the selected Page will be listed in the\AVAILABLE CONTROL(S) IN THE SELECTED PAGE GRID
O A +next to a row designates that there are child controls hidden, click the + to show those controls
0 Clicking a — will close the section and hide the related controls

e All Control Permissions linked to the selected Role will appear in the CONTROL PERMISSION OF CURRENT ROLE GRID
0 Checkboxes below Grid show the permissions assigned to the selected Control
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AdSystech, Inc. 2010 v446.03242010



Assign Control Permissions to Role
1 Select Application in Application Dropdown at the top of page
2 Select Role in APPLICATION ROLE GRID in upper right section
3 Select Page in Available Pages dropdown
4 Select Control in AvAiLABLE CONTROLS(S) IN THE SELECTED PAGE GRID on left side of page
a A-symbol means there are more menus hidden from view, click the — to view them
b A+ symbol means all menus available on the selected page are visible
¢ If no Controls appear, there are no available Controls on the selected page
5 If the Control access should be Read Only, click to create checkmark in Read Only checkbox
a If Role should have full access of Control, make sure no checkmark is in Read Only checkbox
b Read Only means the User can see the Control, but not change it
6 If the Control should be enabled for this Role, click to create checkmark in Enable checkbox
a If Control should NOT be enabled for Role, make sure no checkmark is in Enable checkbox
b Enabled means the User can use this Control
7 If the Control should be visible for this Role, click to create checkmark in Visible checkbox
a If Control should NOT appear for Role, make sure no checkmark is in Visible checkbox
b Visible means the User can see the Control
8 Click >> right arrow button =
Page will appear in Control Permission of Current Role grid and checkboxes will be marked to indicate permissions
assigned to Control.
9 Repeat for each additional Role

Remove Control Permission from Role

Select Application in Application Dropdown at the top of page

Select Role in APPLICATION ROLE GRID in upper right section

Select Page in Available Pages dropdown

Select Control in CONTROL PERMISSION OF CURRENT ROLE GRID on right side of page -

Click << left arrow button

a Page will disappear from CONTROL PERMISSION OF CONTROL PERMISSION OF CURRENT ROLE GRID

ua b WN PP

View all Control Permissions assigned to Role

1 Select Application in Application Dropdown at the top of page

2 Select Role in APPLICATION ROLE GRID in upper right section

1 Select Page in Available Pages dropdown

All linked Controls will appear in CONTROL PERMISSION OF CURRENT ROLE GRID on right side of page and checkboxes
beneath Grid will indicate what type of permissions were assigned to the Control.
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Assign Menu Permissions

Use this page to manage the permissions for menus on a Page. Pages will appear on this page when there are
specific Menu items available; otherwise, pages will not be available here. If a Role should have access to
everything on a page, it can be granted on the Page Permission page instead.

ecurity-[DEBAgencyAdmin]

File Wiew Report Options Help
<::| E> ® ﬁ g I:E:- (ﬁ LN @ & {’3 K < [ B ¢ addess @aes:.f.fsecur'rtywizard.frnenu pErmission v @ @
‘Wizard +manager - Menu Permission
avigator
e KN T <] EE T R
& APPLC;;E;E‘;T%EZEN Available Pages |[EentraLInt ke) Customer Listing j = Hb:;lz:ame H.i;;llcatlonName HM|[S)E[ZTE”$:[D:DC
[=+Library HMISSA HHIS HMISSA
Page Pemiszion Available Menu(s) in the Sélected Page {1 df 1} HMIS HHIS
S e Caption ¥ |\ Page V| ToolD ¥ HMISCH HMIg, AMIS 1o for Cas
- Report = p | Customerlistinfo | Cuslomer Listng |54 | HMISSwipeCard | HHIG Swipe Card Aok
Ezﬁsgsl:!eport\fiew List Capiio R Page | {ToolD ¥ HMISSwipeLH HM'F
R ey e Find Custamner Listing B HPRF Basic Pag HM’S Minimurn pages f
Organization Query \ Eusto?per Ligting q?
Drg.anization.Fio!es Pretaview F‘Fport Euston\er Listing 1P9 J< IS
Union Organization Print Hepo‘f Eustomkr Listing 1‘38
Union Roles
User Admin Meru Permissions of Curent Role {48 of 54}
Overvisw Page ¥ Ca<¥| RoleMa ¥ LibraplD ¥ ToolCTg|
Security Manager Prafile HMISLS | Cerralintak | 69
Profile IHMISLA Centrallntak | 68
Profile I HMISLA Certrallntak | 67
Profile I HMISLA Centrallntak | BB
Prafile I HMISLA | Centrallntak | 65
Profile [ HMISLA Certrallntak | 64
Profile HMISLA | Ceritrallntak | B3
»
Custamer List Centrallntak
Custorner List l Eer‘traLIntak
Customer List I Cer\lraLIntak 56
Custorner List HMISLA Cenirallntak | 54 b
It > e >
\ \ \ | Alpplication: Hi15 | Hol*: HMISLA rr e

Navigating the Menu Permission Page

e All available Applications will be listed in the Application dropdown

e All Roles available in the selected Application wil\sppear in\the APPLICATION ROLE GRID

e All Pages in that Application will be listed in the Application|Pages dropdown

e All Menus in the selected Page will be listed in the\AVAILABLE MENU(S) IN THE SELECTED PAGE GRID
O A +next to a row designates that there are child controls hidden, click the + to show those controls
0 Clicking a — will close the section and hide the related controls

e All Menu Permissions linked to the selected Role will appear in the MENU PERMISSION OF CURRENT ROLE GRID
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Assign Menu Permissions to Role

1

2
3
4

Select Application in Application Dropdown at the top of page

Select Role in APPLICATION ROLE GRID in upper right section

Select Page in Available Pages dropdown

Select Menu in AvVAILABLE MENU(S) IN THE SELECTED PAGE GRID on left side of page

a A-symbol means there are more menus hidden from view, click the — to view them
b A+ symbol means all menus available on the selected page are visible

¢ If no Menus appear, there are no available Menus on the selected page

Click right arrow button
a Page will appear in MENU PERMISSION OF CURRENT ROLE GRID

Repeat steps for additional Menu to add
Repeat for each additional Role

Remove Menu Permission from Role

Uua b WN PR

Select Application in Application Dropdown at the top of page

Select Role in APPLICATION ROLE GRID in upper right section

Select Page in Available Pages dropdown

Select Menu in MENU PERMISSION OF CURRENT ROLE GRID on bottom right side of page
Click left arrow button -
a Page will disappear from MENU PERMISSION OF CONTROL PERMISSION OF CURRENT ROLE GRID

View all Menu Permissions assigned to Role

1
2

Select Application in Application Dropdown at the top of page
Select Role in APPLICATION ROLE GRID in upper right section

a Alllinked Menus will appear in MENU PERMISSION OF CURRENT ROLE GRID on right side of page
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Add Reports to an Application

Use this page to manage the Reports to be available for each Application; Adhoc, Application and General Reports
may all be set up on this page. The list of reports on this page comes from the Publisher Tool; it lists all Report rdl
files. These Reports will then be available in the Security Manager and will be assigned to User Groups there.

& Security-[DEBAgencyAdmin]

CEEX

File Wiew Report Options Help
<:' E> o 1] ﬁ @ I:E:- (ﬁ a @ & {’3 M o« F M Address @aes:.l’.l’sec:ur'rtywizard.l‘reports v ﬁ Go
‘Wizard +manager - Reports
ﬁavigator {ﬁl
= Security Wizard RenortType | 4pplcationReport -l Application {3 of 29}
= Application Management Repbits List {1 of 28} ApplicationMame W Description %7 ApplD W7 IT'
Application Foles — ALL B B
: Reporll <7 RepoltMame 7 ReportType 7
- Library 2 ——— kil E Contag! VD 00023 |1
Page Permission Applicalion Form il 13
Contral Permission 2 Azzessnent A e 4 :
Menu Permission 3 Aot QL}FSHDHS % 3 CustgmerService W1.0 100016 1
= Hepr P Blomer D\nor d & % D;tz:onversmn E}g 133322 1
1= — eFagtary .
o > BuldrgCfeck )[4 o EmployeeF 1E VD ERE
[=Organization k anagement E Casze Not* T A B i .
Drganization = Clert Addess || & 2] Enfounter Vi a7 1
LR B Client Casd Notes | A ) =] s
Union Organization
Uriian Roles g Client Foldgr Lab [l !
Uszer Admin 10 Client Miles\one 3 ;\ 1 Reports and Applications {1 of 18}
Dvgrview 1 Client Servi*e Re A\ 1 eporth ame T ReportType 7 ApplicationlD 50
Sy Mg 1z Client_Frofit ) T » |[Application Form | & ¥
34 Crew F'aymebt Ap | A \ 3 Agzessment A 7
13 EMA Pograr Ap [& | 1 Case Note Al 7
14 Etda Progran\Ho & \ 1. Client Case Motes | & I 7
15 Erergy Intak%For & \ 1 Cliert Milestone 5 AI 7
16 HMIS Applicaﬁon A \ 11 Client_Profile AI 7
17 Irspection \ 2 \ 1 ResultsByClisnt A’ 7
21 Hecommende:\M A \ Z DailyServices2 61 7
22 Flecommended\M A \ = DailyServicel q 7
23 Relnspection \ A \ = Cylinder chart [p 7
24 HesultsByEIient\ & \ 2 S0Fields List 'With P 7
25 Service Plan A s 50 Fields List 7 v
K > IE >
\ | Hep\rt Type: Applin:fltionﬁ eport | M ame: Ap:llic:ation Farm Application: CSEG r .

Navigating the Reports Page

e Report Types will be listed in the Report Type'dropdown

e All available Reports of the selected type will appear in the' REFORT LIST GRID
e All Available Applications will be listed in the APPLICATIONS GRID

[ )

All Reports available in the selected Application will appear in the REPORTS AND APPLICATION ROLE GRID
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Assign Report to Application
1 Select Report type in Report Type Dropdown at the top of page
a Ad Hoc, Application and General are the three Report types
b Available Reports will appear in REPORTS LIST GRID
2 Select Application in APPLICATION ROLE GRID in upper right section
3 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 all rows
b  Or click 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

4 Click right arrow button
a Report will appear in REPORT AND APPLICATION GRID

Remove Report from Application
1 Select Report type in Report Type Dropdown at the top of page
2 Select Application in APPLICATION ROLE GRID in upper right section
3 Select Report in REPORT AND APPLICATION ROLE GRID in lower right section [
4  Click left arrow button
a Page will disappear from MENU PERMISSION OF CONTROL PERMISSION OF CURRENT ROLE GRID

View all Reports assigned to an Application

1 Select Report Type in Report Type Dropdown at the top of page

2 Select Application in APPLICATION GRID in upper right section

3 Alllinked Reports will appear in REPORT AND APPLICATIONS GRID on lower right side of page
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Add Adhoc Report Views

Use this page to manage the views for Adhoc Reports that you want to be available on the Domain in each
Application. Like Reports, Adhoc Views need to be assigned to Applications; they will then be available in the
Security Manager to assign to User Groups.

(@ Security-[DEBAgencyAdmin]

File Wiew Report Options Help

@ R
‘Wizard +manager -
ﬁavigator Qﬁl

E-Security Wizard
=4 pplication Management
Application Roles
[=FLibrary
Page Permizsion
Contral Permission
Menu Permizsion
= FReport
Feports

[=Organization k anagement
Organization
Organization Roles
Union Organization
Union Roles
User Admin

Owerview
Security Manager

O eR BSOS HADE

Adhac Repart Wiew List

I

Address maes:.l’.l’sec:ur'rtywizard.l‘reportviewlist

v @ @

:|

Report View List {1 of 81}

Mame W Type 7 Cat 7 Des Vf
whdhocHSEnrolHistory Wiew Head
whdhocHSFundingPref Wiew Head
widhocHSH ealthinsurance Wi Head
widhocHSHealthServices Wi Head
widhocHS mmunization Wi Head
vAdhocHSPhysici*Dentist Wiew Head
vAdhocHSPlegnaneiy Wiew Head
valH DEImmunizatiD\1Eount Yiew
wADHOCIncomel emkgraphi Wiew Gene
virdhoclnkind \ View | Inkin
vAdhoc:InstructorAttenn*ance Wi Class
‘Whdhoolnventarylnfo \ Wiew
vhdhochMeasureSetlp \ Wiew
wiDH DEMiIestoneStatus\ Wi Gere
vidhocProfileQuestions \ Wi Gere
vADHDEProgramInPrograrN Wiew
wADH DEProgramInF’rogram\ Wiew
wADHOCProgramSetUp \ Wiew
whdhocProgramSnapshotFis \ Wiew
vadhocHuestions \ Wi Gere
w&DHOCReferral \ Yigt Gene
widhocServices Wi
vADHOCServicesContract \View
wADHDCSnapshotl ncome \/iew Gene
vidhocStudentittendance i Class

Application(z) 114 of 29}

ApplicationMame 7 Descripion 7 ApplD 7 IT'
EmployesFTE V1.0 10008 1
Encounter W1.0 100017 1
Firsts V1.0 100012 1
FoodService W1.0 13 1
Headsigt V1.0 g 1
HEAF [ V1.0 5 1

V1.0 100023 1
100010 1
>

Application Yiew List {1 of 27}

L

T ableM ame i Category 7 Desm?'
wADHOCSnapshotincome General
wADHOCS ervicesContract
wisdhocS ervices
wADHOCRefenal General
widhocQuestions General
widhocProgramS n@shotF
wADHOCPrograms el‘,lp
vADHDCF'rogramInF'l\:ugra
vﬁDHDCProgramInPr*gra
wisdhocProfilel) uestion\g General
vADHDCMiIestDneStah)‘s General
vidhocheasureSetlp v
b

/

| Wi VADHDEI_BasicEIientInformation\ | Application: HRIS rr .

Navigating the Adhoc Reports Table List Page

All Adhoc Reports will be listed in the REPORT VIEW'LIST GRID
e All Applications will be listed in the APPLICATION(S) GRID /
All Reports available in the selected Application will appear in the APPLICATION VIEW LIST GRI

S
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Assign Adhoc Report Views to Application
1 Select Adhoc Report in REPORT VIEW LIST GRID on left side of page
a To select more than one Report in the grid, click and drag down to select all rows
b Or click on the first Report, press CTRL and click on each additional Report to add
2 Select Application in APPLICATION GRID in upper right section
3 Click right arrow button
a Report will appear in ApPLICATION VIEW LIST GRID in lower right section

Remove Adhoc Report View from Application
1 Select Application in APPLICATION GRID in upper right section
2 Select Report in APPLICATION VIEW LIST GRID in lower right section

3 Click left arrow button a

a Report View will disappear from APPLICATION VIEW LIST GRID

View all Reports assigned to an Application
1 Select Application in APPLICATION GRID in upper right section
2 Alllinked Adhoc Report Views will appear in APPLICATION VIEW LIST GRID on lower right side of page
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Create Regions and Organizations

Use this page to create the Regions and Organization in the Domain. Each Organization will be created within one
Region; each Region can have multiple Organizations assigned to it. Once an Organization is created, it cannot be
moved to a different Region and its Org Code cannot be changed. The Org Code identifies the Organization and
automatically precedes the names of all Programs, Users and other items in the system. When a new Organization
is created, a Local Administrator will be created with the same Org Code and name AgencyAdmin.

) Security-[DEBAgencyAdmin] E||§|rg|
! File Wiew Report Options Help
<:| E:> x ﬂ ?.3 @ fE:. (ﬁ @ S @ & {,3 |]<| <| |> |>[| Address |@aes:.l’.l’sec:ur'rtywizard.l’organiza‘tions v|(9 Go
Wizard +manager hd Organization
E a—l All R egi in Domain {1 of 24}
= Security \Wizard [ HNew ] [ Save ] egion(s] in Domain {1 o -
- Application Management Region ¥ RegionlD ¥ DatePurged 7 Vald & Re
[=}-Organization b anagement Region |Hegion1 | W Regionl 5
0 i=tion ol Reqion3 3 v Trai—
rganization Roles . - - -
Union Organization Region Type |F‘r0duct| n J Regiond 4 ¥ Prac
Union Roles Regions 100023 W | Tes
User Admin v Walid -
Averdam Fegionk 100024 2 Tesl
Security Manager Region? 100025 v
Regio 100026 v v
s | »
New ] [ 54,"'9 ] Organization(z] {1 of 5}
Mame: |AS1Adlency | ame W Description 7 Valid . OrgCode 7 .
Org Code: | l’ | TestContact F
}tnnunnuum oo0a v m F
Description: (451 4hencyDkscription /amtest azdazd i~ adm F
ASZAgency AS2agencyDescr 2 AS2 F
W alid
NS | ¥
I \ / | Fiegion: Regionl \ | Organization: A51Agency Walid: True r .

Navigating the Organization Page

e Create new Regions in the upper left section

e All available Regions appear in the ALL REGION(S) IN DOMAIN GRID

e Create new Organizations in the lower left sectio

e All available Organization in the selected Region appear in the ORGANIZATION(S) GRID
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Create a new Region

1
2
3

Click NEW button in top section

Enter Region NAME

Select Region Type

a Production, Test, Training

Click to create checkmark in Valid box

Click SAVE

a Region will appear in ALL REGION(S) IN DOMAIN GRID

Create a new Organization

NoO b WwN

Select Region in ALL REGION(S) IN DOMAIN GRID
Click NEW button in bottom section

Enter Agency NAME

Enter ORG Code

Enter Description

Click in VALID checkbox

Click SAVE button

a Organization will appear in ORGANIZATION(S) GRID in bottom right section

View all Organizations in a Region

1 Select Region in ALL REGION(S) IN DOMAIN GRID at the top of page
2 All Organizations created in the Region will appear in ORGANIZATION(S) GRID in bottom right section

Security Wizard Guide
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Assign Roles to Organizations

Use this page to assign Roles to an Organization. If Roles need to be assigned to more than one Organization, the
Union Organization and Union Roles pages will be an easier place for the process.
Assigning a Role to an Organization also makes the Application available for that Organization.

ecurity-[DEBAgencyAdmin]

File Wiew Report Options Help
<::| E> ® ﬁ g I:E:- (ﬁ LN @ & {’3 K < [ B ¢ addess @aes:.l’.rsec:ur'rtywizard.l’orgroles v @ @
‘Wizard +manager - (rganization Roles
ﬁeavég'ji'r'i;\;\",;;a}a """"" ) Application: |C5BG -l Drganizationis) {1 of 13}
i Application Managsment Applicdtion Fale {1 of 13} Name ¥ Valid ¥ Descipton 70|
i Drg%nlzatlpn?danagement FioleM ame W ApplicationMame 7 Description 4 =
rganizaton » [CEBELA ESFG TestContact I~ 10012
Union Organization CSBG_PM ESFG TestCreateOrg v fre 10d12
Hnior:ﬂiol_es 11104 ESQG N DebTest v Deb Test Agency | 10012
e CSBECM CSEE | Deb2Zst ¥ | UnionTest1 10012
Security Manager CSBEFD N CSBE Front Desk Deb3]est ¥ | UnionTest2 10012
CSBGFD3 CsBE | Debifest | UnionTest3 1001z
LSBGFD4 cseg | G 0012 ¥
CSBGKT CSBG \ = >
CSBG_CIC2 CSEG| \
C5BGHT_2 CSBG\ \ Copy of C5BGH1 Role(s]) in Organization {1 of 43} —
CSEG_DW ESBG\ \ Test role R ojetame T ApplicationName 7 OglD 7 0
CSBGOCU CSBG | \ [cseEDED SegurityLA Securily 10 L
CEBGIMG T586 | \ HefpLA Hel 10 1
Tr#nsLA Tranz 10 1€
S}{stemLA Syztem 10 17
DIganizationLA Organization 10 1€
HRLA HR 10 1E
LA i, 10 14
DRLA Dutreagh 10 1z
fincounterLA Encourter 10 1z
ITreatmentLA Treatment 10 1l
SeniorsL4 Seniar. 10 1
HSLA HeadSart 10 9
< > i >
\| Application: ESBG\ | Fiole: ESB#LA | Org: AS51Agency Fiole in Org: HPRP Basic Pages

Navigating the Organization Roles Page

e All available Applications will be listed in the Applications dropdow

e Allavailable Roles of the selected Application will appear in thé APPILICATION ROLE GRID
e All Available Organizations will be listed in the ORGANIZATION(S) GRID[

e All assigned Roles to the selected Organization will appear in the ROLE(S) IN ORGANIZATION GRID
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Assign a Role to an Organization
1 Select Application in dropdown
2 Select Role(s) in APPLICATION ROLE GRID on left side
a To select more than one Role, click on one and drag cursor down to select multiple records OR click on one
record, press CTRL key and click on additional records
Select Organization in ORGANIZATION(S) GRID
4  Click -> button
a Role will appear in ROLE(S) IN ORGANIZATION GRID
b Roles that are SYS = LA will be assigned automatically (see Application Roles page for more information)

w

Remove Role from Organization
1 Select Organization in ORGANIZATION(S) GRID
2 Select Role in ROLE(S) IN ORGANIZATION GRID -
3 Click <- button g
a Role will disappear from ROLE(S) IN ORGANIZATION GRID

View all Roles assigned to an Organization
1 Select Organization in ORGANIZATION(S) GRID
2 Alllinked Roles will appear in ROLE(S) IN ORGANIZATION GRID on lower right side of page
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Add Organization to a Union

Use this page as an easier way to assign Roles to many Organizations at one time. Unions are temporary groupings
of Organizations that are used only for assigning Roles. Create the Unions here and then assign Roles to the Union
on the Union Roles page.

ecurity-[DEBAgencyAdmin]

File Wiew Report Options Help

<::| E:> b4 1] ﬁ g fE:- Qﬁ 6 5 @ & {’3 K 4 [ [ addess @aes:.l’.l’sec:ur'rtywizard.l’orggrouping - (9 Go
‘Wizard +manager - Union Crganization
fNavigatar _C[x] . . .
. : [ New ] | Save | [ Delete ] Union {1 of 8}
=-Security Wizard - L —_
- Application Management UnionlD ¥ Description ¥ ResourceGroupl o
= Organization Management b AT All AS Agencyies
" UnionlD A5 - -
Organization Fegl Fegion 1 Agencie
Organization Roles Regiont
Union Org 3
Uo Hes d o CJCUnion unian
User Admin Desaipian Al A5 Agencyies CJCPnion2 union 2
Dvgrview Ur/nnDJE Chirig' Union
Security Manager DlébUnion Test Union
estdd56Reqion | test reaion for 445 b
>

Orgapizations {1 of 18} Organiztion(s] in the current umrion {1 of 4}

OrgCode i Mame W Description f Mame ¥ Description 7 Walid 7 FRegionll

p | A51 AE1Agency AS1agencyDesc p | ST5AgeNCy SY'Sagency v 4

TCT T*st[ﬁontact AS3hgency AS53hgencyDescr v 3

TCO Tﬁ\stCreateDrg mr AS2hgency ASZ"}«QTC}IDESC[ v 1

DEE DgbTest Deb Test Agency AS1Agency AS‘IAg}?m}IDescr "2 1

DEZ Dep2Test Union Test 1

DE3 DehiTest | Union Test 2

DE4 Deqaﬂest \ Uriion Test3

ik DDD‘]DDDDq1 0000

ML Marel

[s]ui] D CUhivers: (o]

OTR DrgT\astHeqion TestDrgHegiof

adm amtest asdasd bt
L > K >

1/ / [T owswmmre | |

e Create new Unions in the upper left sectio

e All available Unions will appear in the UNION GRID
e All Available Organizations will be listed in thel ORGANIZATION GRID

e All Organization in the selected Union will appear in the ORGANIZATION(S) /N THE CURRENT UNION GRID
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Create a new Union
1 Click NEW button
2 Enter Union ID NAME
3 Enter Description
4  Click SAVE button
a Union will appear in UNION GRID in the top right section of page

Assign Organizations to the Union
1 Select Union in the UNION GRID in upper right section
2 Select Organization(s) to add in ORGANIZATION GRID in lower left section
3 Click -> arrow
a Organization will appear in ORGANIZATION(S) IN THE CURRENT UNION GRID in lower right section

View all Organizations assigned to a Union
1 Select Union in the UNION GRID in upper right section
2 Organization will appear in ORGANIZATION(S) IN THE CURRENT UNION GRID in lower right section

Remove Organizations from a Union
1 Select Union in UNION GRID in upper right section
2 Select Organizations to delete from Union in ORGANIZATION(S) IN THE CURRENT UNION GRID

3 Click <- button
a Organization will disappear from ORGANIZATION(S) IN THE CURRENT UNION GRID

Remove a Union
1 Select Union in UNION GRID in upper right section
2 Click DELETE button
a Note: Deleting an Union will not delete the Organizations
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Add Roles to a Union

Use this page to assign Roles to a Union; a Union is a temporary grouping of Organizations created to ease the task
of assigning Roles to a large group of Organizations at one time. Unions are created on the Union Organization
page.

ecurity-[DEBAgencyAdmin]

File Wiew Report Options Help
<::| E> ® ﬁ g I:E:- (ﬁ LN @ & {’3 K < [ B ¢ addess @aes:.l’.rsec:ur'rtywizard.l’grouproles v @ @
‘Wizard +manager - Union Roles
avigator -
B i =] _ b {1
B-Application Management Applifation Fole {1 of 13} LnionlD W Description 7 ResourceGrouplD
i Drganizatipn Management FioleM ame VﬁpplicationName W Description b|4s A"A_S Agenc:yies.
Organization Fegl Fegion 1 Agencie
Organization Roles » | CSBGLA CSBG Frodort
CSBG_PM /| csEa '3*’_ i
T / C5EG U¢Unfon unfon
g Us.erAdmln CSEGCH / E*G D/FIUnlon2 un|?r72 .
Secuvﬁg'ifanager CSBGFD /| CPBG CSEG Front Desk /g::ﬁ; ?:quun:‘;i”
EEEEEEE / }éggg TestddbERegion | test region for 445
CSBGXT / CSEG i >
CsBG_Cfcz /[ csEa
CEBGY] 2 ] | C9ER Copy of CSBGAT Role(s] in Union {1 of 42} —
CsEG/ov /[ CsBG Test role RoleName w7 UnionlD W ~
EENEEE C5SBG DCU LA 45
CSBIEIMG / CSEG D ataConversion A5
DataCoreersionl | A5
HelpLa, AS
TransLa, A5
Spatemld, 4 AS
Organizationls A5
HRLA A5
Wwixla A%
ORLA A5
EncounterLé, A5
TreatmentLa, A5
Ik SeniorsLA: A5 v
/ / | Application: E#BG | Fiole: CSEGLA Uniof: A5 Fiole(z] in Union: HPRP Basic Pages

Navigating the Union Roles Page

e All available Applications will be listed in the Applications dropdown
e All available Roles/of the selected Application will appear in the APPLICATION ROLE GRID
e All Available Unions will be listed in the UNION(S) GRID

e All assigned Roles to the selected Union will appear in the ROLE(S) IN UNION GRID
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Assign a Role to a Union

1 Select Application in dropdown > Roles are added to Unions the
2 Select Role in APPLICATION ROLE GRID on left side same way they are added to an
3 Select Union in UNION(S) GRID on upper right side O’g“"’zat’?"i a Union is just a quick
4 Click -> button way to' ass./gn Roles to a n.umber of
. . —) Organizations all at one time
a Role will appear in ROLE(S) IN UNION GRID

b Roles that are SYS = LA will be assigned automatically (see
Application Roles page for more information)

Remove Role from Union
1 Select Union in UNION(S) GRID on upper right side

2 Select Role in ROLE(S) IN UNION GRID
3 Click <- button hn

a Role will disappear from ROLE(S) IN UNION GRID

View all Roles assigned to a Union
1 Select Union in UNION(S) GRID
2 Alllinked Roles will appear in ROLE(S) IN UNION GRID on lower right side of page
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Create Users

Use this page to create the Users who will access both Security Wizard and Security Manager. Users who need
access to Security Wizard will have a Super Admin User Role; users who need access only to Security Manager will
have a Local Admin User Role. Users who will have access to only the System, without either Security tool, will

have a User Role of User.

A new User will be created when a new Organization is created; the User will have the same Org Code and the
name AgencyAdmin; he will automatically be assigned the agency and all LA roles.

If a User uses the incorrect password three times, they will be blocked from that IP address for a specific amount of
time; they can be unblocked on this page. Users cannot be deleted, but may be made Invalid or their access may

be locked temporarily.

Security-[DEBAgencyAdmin]

File Wiew Report Options Help
fe P~ G | T A B GO S & E K 4 B B addess | A sesisecuritywizardiuseradmin v @ @
‘Wizard +manager - User Admin
ﬁavigator '{ﬁl
= Security VWizard [ New ” Save ] [ Unblock ] UserID: | as1
[+ Applicfatio.n Management Drgarization: | J Users {2 of B0}
[=Organization b anagement USERID -
Digarization Lacation: [Facity 2BC | :
Organization Roles s : 1
Union Organization UserlD: AS1 _User A51_user] 1 1 1
Union Roles
i First Mame: Firstnarne AS5101282 goat 1 test
ORI Last Mame: A ! ! !
Security Manager ) CAiname a5122 22 i 22
Email: ser@email.com 4519 d 0 d
User Rale: LocalAdmin - =| v walid [ Lock AS‘IAdmﬂ Admin a Adr
ASlagenceadmi | A5TUserllN 0 A5
Erasmait ’7 AS‘I%anuelEre Crew 1 A
) AS}/ame eees 1 ==
Confirm Pagswgnd: A ChieT oot Toal i T~
] ris T e =2
h < f >

Organization(z] {15 of 18} Organization of the User 41 of 2}
OrgCo i Mame W Description ¥ Mame Description 7 DatePurged 7
DEB DebTest Dieb Test Agency » | A524gency AS24gencyDescr 20
DHD/ Dark Horze Dark Horse Orga AS1Agency AS1AgencyDescr 10
JEN/ NewDrg A 4
MVL Marvel
D/TF! OrgT eztRegio TestOrgRegion
ﬁEG RegionbAgenc
55 SYSAgency SY'Sagency
I < b3
Navigating the User Admin| Page
e Create new Userdin the upper left section
e All available Organizations will appear in the ORGANIZATION(S) GRID
e All existing Users will be listed in the|USERS GRID (J)
e Organizations that the selected User|has administrative rights to will appear in the ORGANIZATION OF THE USER GRID
e Passwords can be reset in the middle left section
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Create a new User

1 Click NEW button at top of page

Select Organization in dropdown

Select Default Location

Enter User ID (Note the system automatically precedes the User

ID with Org Code)

Enter User First Name

Enter User Last Name

Enter User Email address

Select User Role

a Available Roles are determined by current User’s permission

b User gives access to system only

¢ Local Admin gives access to system and Security Manager

d Super Admin gives access to system, Security Manager and
Security Wizard

9 Click to create checkmark in Valid box

10 Click SAVE button at top of page

Message will appear with a reminder to set password

for new User.

11 Click OK

B WN

00N o w»;

securitywizard

®
\!:) The user has been added successfully, Please reset the new user password as soon as possible.

> View existing Users by entering
search information in User ID field in
upper right corner and click FILTER

> Enter ORG Code at the top right of
the page, then click FILTER to view all
Users in that Organization or leave
blank to view all Users

> If User is Local or Super Admin, the
Organizations they are linked to will
be displayed in ORGANIZATION OF THE
USER GRID

12 Enter Password
13 Confirm Password
Message will appear saying password set was successful.

14 Click OK

After saving, the Organization field is grayed out and may not be changed.

Assign additional Organization(s) to Admin User
1 Select User in USER GRID in upper right section
a Organizations can be added only to Local Admin or Super Admin
2 Select Organization(s) in ORGANIZATION(S) GRID in lower left section
a A User may be a Local Admin for more than one Organization
b To select more than one Organization, click on the first one and
drag cursor to select additional records OR click on first one and
press CTRL kev while clicking on additional records
3 Click -> button |Zp
a Organization(s) will appear in ORGANIZATION OF THE USER GRID in
lower right section

Remove Organization(s) from User
1 Select User in USER GRID in upper right section
2 Select Organization(s) in ORGANIZATION(S) GRID in lower left section

securitywizard

.
\y The password has been reset successfully,

> The Local Administrator’s own
Organization will be assigned
automatically, but other
Organizations may be added as well

> A Local Administrator is created
automatically when the
Organization is created called
XXXAgencyAdmin; he/she will also
have the organization added
automatically

a To select more than one Organization, click on the first one and drag cursor to select additional records OR
click on first one and press CTRL key while clicking on additional records
3 Click <- button
a Organization(s) will disappear from ORGANIZATION OF THE USER GRID in lower right section

Security Wizard Guide
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Reset User Password

1 Select User in USER GRID in upper right section > An Admin cannot look up a User’s

password, but can reset it when

2 Enter Password
. needed

3 Confirm Password
4 Click RESET PASSWORD button
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 > A User is blocked only from the IP
password incorrectly three times. Address on the current computer;
1 Select User in USER GRID they may log in on a different
2 Click UNBLOCK button at top of page Bl A

This will unblock the User’s access so they will be able to log in again.

Lock a User from the System

1 Select User in USER GRID

2 Click to create checkmark in Lock checkbox

User will not be able to log in to system until their account is unlocked.

Unlock a User from the System

1 Select User in USER GRID

2 Click to remove checkmark in Lock checkbox
a User will now be able to log in to system
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Overview Page

Use this page to view the relationship between Organizations and its Applications and Libraries. Once an
Organization is selected, all Applications assigned to it will appear on the page; once an Application is selected, all
Libraries available in it will appear.

Security-[DEBAgencyAdmin]

! File Wiew Report Options Help
<:I E:> b4 1) ﬁ @ IE:. (ﬁ O & @ A {=3 K 4 B Bl : addess @aes:.l’.l’sec:ur'rtywizard.fapplication v @ @
Wizard +manager - COrvervie
fuevigater _CIx] Relationship among Organization, Application and Library
F Secum.y leard Organization(s] in the Domain {1 of 19}
[-Application Managemnent — - - —]
- Orgarization M anagement Mame w Drescription i Walid ¥ Region W
Organization » ) ption Fegiond
Drg.anization.ﬂo!es TestContact v Fieqion
Union Organization
|Union Roles TestCreatelrg i I~ Region
User Admin [DebTest peb Test Agency ™ Region DY
SRR J( Deb2Test [Union Test 1 i~ Region DY 5 ¥
Application(z] of the Organization AS1Agency Libraries in the Application CSBG
ApplD Applicationt sme Description f LibrarylD Description ConnectionSting | pType |
W1.0 » | Centrallntake Central Intake [iata Source=Engi |0 Engir
CSBGServices CSBG Services Data Source=Engi | 0 Engit
HeadStart Billing Billing Data Source=Engi | 0 Engit
9 Seniors \ V1.0 Communication Communication Data Source=Engi | 0 Engit
10 MicroBusiness \ L%\1.0
" Treatment \ \u"‘l.\ﬂ\
12 Dutreach \[v10\
13 FoodService vio \
100010 | HWIS 1.0 \
100017 | wix V1.0 \
100013 | Housing Y10 \
100014 | Meal:Ortwheels \“I A
100017 | Encounter vio
100019 [HR V10
100020 Organization WO w
< > ¢ >
\ N o [ .

Navigating the Overview Page

e All Organizations will be listed in the ORGANIZATION(S) IN THE DOMAIN GRID

e All Applications of the selected Organization will appear in the APPLICATION(S) OF THE (DRGANIZATION GRID
e All Libraries available in the selected Applications will be listed in the LIBRARIES IN THE\APPLICATION GRID

View Applications assigned to an Organization
1 Select the Organization in the ORGANIZATION(S) IN THE DOMAIN GRID at the top of page
2 All Applications will appear in the APPLICATION(S) OF THE ORGANIZATION GRID in left bottom section

View Libraries available in an Application

1 Select the Organization in the ORGANIZATION(S) IN THE DOMAIN GRID at the top of page

2 Select the Applications in the ApPPLICATION(S) OF THE ORGANIZATION GRID in left bottom section
3 All Libraries will appear in the LIBRARIES IN THE APPLICATION GRID
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License Management Page

Use this page to create the initial License and then create licenses for each Workstation

: Filer View~ Report~ Options Help~
<:' E> X ":‘- ?3 @ E;- @ 5 @ 5 @ ﬂﬁ [Kl Q D Hl Address !@ aesJisecuritywizard/license
i SecuritySA w|i License Management
& Securty Wizard Create License Organizston =
= Application Management S ;
| wPAppIication Bibos COrganization: ] __v_J License Request {0 of 0}
@ -Library - F sl A Lses 5 I—j RequestiD ¥  OrgName 7 OrgCode 7
—Page Permission
-Control Permission i )
| -Menu Permission A | |
=-Report
~Reports Request Date: | MNumber of License: |
'—Adhoc Report View List R
= Organization Man:emnt Inactivity Duration Days:| Installation Expiration Day’s!
| |- Organization .
|—0Organization Roles i T J _J
—Union Organization Machine
Union Reles Location
-User Admin description:
-Overview
[ — Frograns
- Security Manager Supported:
Il J < | >
License Inventory {0 of 0}
Product Key:
Mede: | [T Va UserlD:
Date Created:
IP Address:
Machine Code:
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Create a new License record
Click NEW at top of page
Select Organization in the dropdown
Select Local Admin User ID
Enter the Partial Key: Prefix should match the Organization prefix + 8 — character key
Select Request Date
Enter number of licenses
Enter number of inactivity duration dates (60)
Enter installation expiration date (45)
Select Location
10 Enter Machine Location description
a No special characters are supported (i.e. #, S, %, etc.)
11 Enter Programs supported
a No special characters supported
12 Click SAVE at top of page

OCooNOOUD WNER
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