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INTRODUCTION

Information Technology Services (ITS) has designed a security system for
administrators to categorically authorize application access of the different Web
System Applications to instructional employees at their work location.

This new system is restricted to schools’ (work locations 0040 through 8991)
Authorizing Administrators (AAAA) only.

Each work site administrator controls the access of employees at that work location
to the MDCPS computer system by indicating which system each employee is
authorized to use. This responsibility cannot be delegated.

The categorical update function of the security system is designed for ease of use.
It greatly simplifies the process of the administrator in authorizing access to the
Web System Applications for their instructional employees.

Web System Applications are:

» WDIH-DATA IN YOUR HANDS

» WRPT-WEB CONTL-D REPORTS
» WTEI-TEACHER EXIT INTVW

» WISE-WEB SCHOOL IEP

» WSPI-WEB STU PERFRM IND

» WSPA-WEB STU PERFRM ADMIN
» WGBI-WEB GRADEBK INSTAL
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SIGNING ON

Sign on to the Miami-Dade County Public Schools (MDCPS) computer system
CICS operating system. The “sign-on” procedure, indicated on the screen, must be
followed.

Your personal application list screen will be displayed.

APPLICATIOH
SI62-12-32HC LIST FOR SAMPLE ADMINISTRATOR AT Besa B2/84/2084 B7.43.1

ARAR SECURITY A 5 HES HEE BUSIHESS SERU
ARIL ELECTROWIC ARIL H55 HEE STUDEHT SERVIC
ACES CHARTER SCHOOLS HASA HEE NSA SERVICES

PARL PARS AAIHTEHAHCE
PARS PAYROLL AES RPT
RSTRE PAYROLL APPROVAL
UHAY UHITED HAY

SUBS SUBSTITUTES

ARIS REAPPOIHTREHT S5Y5
SUPF SUPPLEREHT SET UP
PERQ PERSOHMHEL QUERY
PERS PERSDHHEL

PROT PROJECT ACCOUNTIHG
SDRO SED REQUISITIOHS
URCS UOC ADULT COAA SCH
HUS HEE VOC SERVICES
HRPT HEE CHTL-D REFORTS
HHRS HEE HUR RES SERU

PF1 FOR PHOHE, BULLETIH BOARDS, S&Db, AV & TEEXTEOOK IWFO PF5=ACROMWYA LIST
TYPE APPLICATION CODE OR “ALL™ AMD PRESS PF2 FOR SYSTEH AUTHORIZATION LIST

What You Do
v Type AAAA  SECURITY ACCESS inthe APPLICATION field

v Press ENTER

The SECURITY ACCESS - EMPLOYEE SELECTION screen will be displayed.
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CATEGORICAL UPDATES

The SECURITY ACCESS - EMPLOYEE SELECTION screen shown below is used to
indicate which employee at your work location you wish to authorize to use MDCPS
computer systems and for work locations 0040 through 8991 to categorically
authorize employees to access the Web System Applications.

RF81-11-X2HC SECURITY ACCESS - EAPLOYEE SELECTIOH g2 /ed4/84 13.22.17

EAPLOYEE HUHEER

4

PRESS PF? FOR CATEGORICAL UPDATES

What You Do
From the SECURITY ACCESS - EMPLOYEE SELECTION screen,

v Press PF7

The SECURITY ACCESS - CATEGORICAL UPDATE screen will be displayed.
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Categorical Updates

The SECURITY ACCESS - CATEGORICAL UPDATE screen displays the following
message: YOU ARE ABOUT TO AUTHORIZE MULTIPLE EMPLOYEES FOR A SINGLE
APPLICATION!

RF81-18-X2HC SECURITY ACCESS - CATEGORICAL UPDATE B2/09/84 RO 89 56

YOU ARE ABOUT TO AUTHORIZE MULTIPLE

ERPLOYEES FOR A SIHGLE APPLICATION!

"4

PRESS EHTER TD PROCESS

What You Do
v Press ENTER

The SECURITY ACCESS - SYSTEM SELECTION screen will be displayed.

Miami-Dade County Public Schools Page 4
Information Technology Services



Categorical Updates

A list of all the Web System Applications for which the Authorizing Administrator is
authorized will be displayed.

SELECT APPLICATION: PRESS ENTER PAGE 1
RFA1-12-52HC SECORITY ACCESS - SYSTEH SELECTION sz/ed4/84 14.29 23
EAPLOYEE HARE  CATEGORICAL UPDATE
AUTHORIZATION FOR LOCATION BBAA

SAMPLE ADMINISTRATOR GIVES AUTHORIZATION TO CATEGORICAL UPDATE
T0 ACCESS THE FOLLOHIHG SYSTENRS AT LOCATIOH BEBAA
A= GRAHT ACCESS

— HDIH-DATA IH YOUR HAHWDS _ MWRPT-HEE CHTL-D REPORTS _ HTEI-TERCHER EXIT IHTUM
— HISE-MER SCHOOL IEP — HSPI-HEE STU PERFRH IHD _ HSPA-HEB STUD PERFRM RDMIN
— HGBI-HEB GRADEBK INSTAL

#xx  PRESS PF12 T0 EWTER A DIFFERENT ERAPLOYEE HUNBER  =x

What You Do

v Type A infront of one of the applications the employees are to have
access to. Only one application can be selected at a time.

v Press ENTER

The SECURITY ACCESS — CATEGORICAL UPDATES screen will be displayed listing all
instructional employees, based on pay codes, at the work location.

Note: The function displayed at the bottom of the screen, %%% PRESS PF12 TO ENTER
A DIFFERENT EMPLOYEE NUMBER #*%%, will take you back to the SECURITY

ACCESS - EMPLOYEE SELECTION screen.
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Categorical Updates

In the SECURITY ACCESS — CATEGORICAL UPDATES screen you will probably have
several pages full of employee numbers and names.

RFAT-17-K2HEC SECURITY ACCESS - CATEGORICAL UPDATES B2/a47/84 15 _16.56
FOR LOCATION: peeg APPL: MHSPI-WEE STU PERFRA IHD

L EAF HO HA SEL EAP HO HARE
— BEBBE1 SAMPLE EMPLOYEE _ DPEEEZ SAMPLE EMPLOYEE
— [BEEEE3 SAMPLE EMPLOYEE _Opeegd4 SAMPLE EMPLOYEE
— [QEPEES SAMPLE EMPLOYEE _ DERERE SAMPLE EMPLOYEE

ESS EHTER TO PROCESS SELECTIDHS

PRESS <PF83> T GET MEAT PAGE PRESS <PFAY> T0 RETURM TO FIRST PRGE
ESS <FF12> TO0 EHTER A DIFFEREHT EAPLOYEE HUREBER

What You See

> FOR LOCATION:  Work location granting access

> APPL: Application, title of Web System Application selected
> SEL Selection, field to select employee to grant access

> EMP NO Employee number

> NAME Employee name

»  PRESS ENTER TO PROCESS SELECTIONS — To process transactions
»  PRESS <PF08> TO GET NEXT PAGE — Page forward

> PRESS <PF07> TO RETURN TO FIRST PAGE — Will take you back to the first page
of the SECURITY ACCESS - CATEGORICAL UPDATES screen (the employees list)

> PRESS <PF12> TO ENTER A DIFFERENT EMPLOYEE NUMBER - Will take you back
to the SECURITY ACCESS — EMPLOYEE SELECTION screen.
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Categorical Updates

To authorize the selected Web System Application,

RFBT-17-52HC SECURITY ACCESS - CATEGORICAL UPDPATES B2/84/84 15 16.56

FOR LOCATION: peas APPL: MSPI-HEB STU PERFRH IHD
SEL ENP HO HANE SEL EHP HO HAHE
5 peeesl SAMPLE EMPLOYEE I 9eEEs2 SAMPLE EMPLOYEE
P pEEEE3 SAMPLE EMPLOYEE [ BBEEE4 SAMPLE EMPLOYEE
5 @eEEE5 SAMPLE EMPLOYEE H  DBEBBEE SAMPLE EMPLOYEE

PRESS EHTER TO PROCESS SELECTIONS
PRESS <PF88:> T GET HEAT PAGE PRESS <PFAT> TO RETURH T0 FIRST PAGE
PRESS <PF12> T0 ENTER A DIFFEREHT ENPLOYEE HUNEBER

v Type A in the SEL column for each employee being authorized

Use the TAB key to move from employee to employee. After selecting the
appropriate employees on this page,

v Press ENTER

The message TRANSACTIONS ACCEPTED will be displayed at the top of the screen.

Note: This process must be done one page at a time; in other words, type A to grant
access, press ENTER. The message TRANSACTIONS ACCEPTED will be

displayed. Then press PF8 for the next page. Repeat this process for each page.
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Categorical Updates

After the message TRANSACTIONS ACCEPTED is displayed, to continue the
authorization process for other employees,

k886 - TRAMSACTIOWS ACCEPTED
RFBT-17-52HC SECURITY ACCESS - CATEGORICAL UPDATES 2704584 15.16.56
FORE LOCATION: gees APPL: MHSPI-HEER STU PERFRH IHD

SEL EHF HO0 HAHE SEL EHAF HO HAHE
— BBBEd1 SAMPLE EMPLOYEE _ BOEPEZ SAMPLE EMPLOYEE
— [EEEA3 SAMPLE EMPLOYEE _ b@gged SAMPLE EMPLOYEE
— BEEERS SAMPLE EMPLOYEE _ OBEEBE SAMPLE EMPLOYEE

PFRESS EWTER T0 PROCESS SELECTIONS
PRESS <PF8&:> T0D GET HEXT PAGE PRESS <PFB7> T0 RETURH T0 FIRST PAGE
PRESS <PF12> T0 EHTER A DIFFEREHT ENPLOYEE HUHBER

v  Press PF8 to go to the next page
v Type A in the SEL column for each employee being authorized
v Press ENTER

The message TRANSACTIONS ACCEPTED will be displayed. Continue this process
until all employees have been granted access.
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VIEWING CURRENT/PENDING AUTHORIZATIONS

When authorizations for an employee are added or canceled, they become pending
transactions until the next day. The employee cannot access the added (pending)
applications until the next day.

Current and/or pending authorizations may be displayed on the SECURITY ACCESS -
EMPLOYEE SELECTION screen.

RFA1-11-32HC SECURITY ACCESS - EAPLOYEE SELECTIOH 206704 18,1428

EAPLOYEE HUABER 9299999

4

PRESS PFY FOR CATEGORICAL UPDATES

What You Do

v  Type the EMPLOYEE NUMBER

v Press ENTER

The SECURITY ACCESS — EMPLOYEE SELECTION screen will change to display the
employee’s personal information and the different functions that can be performed.
[For additional information of these functions see the “COMPUTER NETWORK SECURITY
SYSTEM Authorizing Administrator’s Guide.”]
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Viewing Current/Pending Authorizations

From the SECURITY ACCESS — EMPLOYEE SELECTION screen,

xxx  UERIFY EAPLOYEE HARNE, TITLE AHWD HORE LOCATION AHD PRESS EHTER ==

RFB1-11-%2HC SECURITY ACCESS - EAPLOYEE SELECTIOH B2/ /e6 /84 18.28% 27
EAPLOYEE HUNEER 3398833 ENPLOYEE HAHE  SAMPLE EMPLOYEE
HORK LOCATION: PRINARY B@e8d EAPLOYEE TITLE UVOC IHP ARTS SR HIGH
OTHER

‘P‘HEHS PF2 TO YIEH CURREHT AHD PEHDIHG AUTHORIZATIOW
PRESS PF12 TO EHNTER A DIFFEREWT EAPLOYEE HUNBER

PFRESS PF13 TO0 CAHCEL ALL AUTHORIZATION FOR SAMPLE EMPLOYEE
AT HORE LOCATIOH B888

FRESS PF15 T0 RESUAE ACCESS FOR SAMPLE EMPLOYEE
AT HORE LOCATIOH peaa

FRESS PF16 TO REQUEST A HEH PASSHORD FOR SAMPLE EMPLOYEE
AT HORE LOCATIOH @aae

v  Press PF2  to view current and pending authorizations

The current authorizations will be displayed and if there are any pending
authorizations a message, “PRESS ENTER TO VIEW PENDING TRANSACTIONS”, will
display at the top of the screen. [See sample on next page.]
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Viewing Current/Pending Authorizations

Current Authorizations

PRESS EMTER T0 UIEH PENDING Tnnusm:nnus_
RF83-13-%2HC LIST FOR SAMPLE EMPLOYEE 82/86/84 18.57.19
AT LOCATION 8888

CORREHT AUTHORIZATIDHS

ACCD-STU ACCIDENT UPDAT
ACRS-COST REPORTING
AVIS-FUNCTIONS

WTEI-TERCHER EXIT INTUH -
WDIH-DATA IN YOUR HAHDS

HRFT-HEE CHTL-D REPORTS
HISE-HEE SCHOOL IEP

J

PRESS CLEAR TO RETURH TO SECURITY ACCESS

What You Do
» Press ENTER to view pending transactions
The pending transactions screen will be displayed. The message “PRESS ENTER TO

VIEW CURRENT AUTHORIZATIONS” will be displayed at the top of the screen. [See
sample on next page.]
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Viewing Current/Pending Authorizations

Pending Transactions

PRESS EHTER TO UIEHM CURRENT numnmznnnusﬁ
RFO3-14-%2HC LIST FOR SAMPLE EMPLOYEE
AT LOCATION BBB8

B2/86/84 11.25.12

PEHDIHG TRAHNSACTIODHNS
*¥xx  [CCESS xxx xxx  ACCESS xxx %% GCAHCEL ==

CATS-STUDEHT TRAWS -
HSPI-HEE STU PERFRH IHD

FRESS CLEAR T0 RETURH TO SECURITY ACCESS

What You Do
» Press ENTER to go back to the current authorizations

To view a different employee’s current/pending authorizations, press the PF12 key
on the SECURITY ACCESS - EMPLOYEE SELECTION screen. [For additional information,
see the “COMPUTER NETWORK SECURITY SYSTEM Authorizing Administrator's
Guide].

*xx  UERIFY ENPLOYEE HARE, TITLE AHD HORK LOCATIOM AHD PRESS EMTER  xxx

RF81-11-X2HC SECURITY ACCESS - ENPLOYEE SELECTION RZ/HG/04 18,2827
EAPLOYEE HUHBER 993333 EHPLOYEE HAHE  SAMPLE EMPLOYEE
HORE LOCATION: PRINARY BBA8 EAPLOYEE TITLE UOC IHD ARTS SR HIGH
OTHER

PRESS PF2 TO WIEH CURREMT AHD PEHDIHG AUTHORIZATIOM

‘ PRESS PF12 TO ENTER A DIFFERENT EHPLOYEE HUHEER

PRESS PF13 TO CANCEL ALL AUTHORIZATION FOR SAMPLE EMPLOYEE
AT HORE LOCATIOH B888

PRESS PF15 TO RESUHE ACCESS FOR SAMPLE EMPLOYEE
AT HORE LOCATION @@sa

PRESS PF16 TO REQUEST A HEMW PASSHORD FOR SAMPLE EMPLOYEE
AT HORE LOCATION pBess
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CANCELING AUTHORIZATIONS

Authorizing administrators can cancel all or specific authorizations for an employee.
[For additional information about this procedure, see “COMPUTER NETWORK SECURITY
SYSTEM Authorizing Administrator's Guide.”]

Canceling All Authorizations For One Employee

From the SECURITY ACCESS — EMPLOYEE SELECTION screen,

*xx  UERIFY EAPLOYEE HARE, TITLE AWD HORK LOCATION AHND PRESS ENTER  =xx

RF81-11-32HC SECURITY ACCESS - EAPLOYEE SELECTIOW B2/86/84 18.28.27
EAPLOYEE HUHBER 9398333 ENPLOYEE NARE  SAMPLE EMPLOYEE
HORKE LOCATION: PRINARY BBA&A EAPLOYEE TITLE UOC IHD ARTS SR HIGH
O0THER

PRESS PF2 TO UIEH CURRENT ANHD PERDING AUTHORIZATION
PRESS PF12 TO EHTER R DIFFERENT EHPLOYEE HUNBER

‘PHESS PF13 TO CAMCEL ALL AUTHORIZATIOW FOR SAMPLE EMPLOYEE
AT HORK LOCATION BG8A

PRESS PF15 TO RESURE ACCESS FOR SAMPLE EMPLOYEE
AT HORK LOCATION BB8s

PRESS PF16 TO REQUEST A HEH PASSHORD FOR SAMPLE EMPLOYEE
AT HORK LOCATION gB88

» Press PF13 to cancel ALL authorization for employee

The screen shown above will remain and the message TRANSACTION ACCEPTED will
be displayed on the top of the screen.

The cancelations will be effective the next day.
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Canceling Authorizations

Canceling Specific Authorizations For A Single Employee

From the SECURITY ACCESS — EMPLOYEE SELECTION screen,

xxx%  UERIFY EAPLOYEE HAHE. TITLE AWD HORE LOCATION AHD PRESS ENTER  =x=

RFR1-11-%2HC SECURITY ACCESS - EAPLOYEE SELECTIDH B2/06/84 18.28.27
EAPLOYEE HUNBER 938333 ENPLOYEE HWANE  SAMPLE EMPLOYEE
HORK LOCATION: PRINARY B8B83 EAPLOYEE TITLE UOC IHWD ARTS SR HIGH
OTHER

PRESS PF2 TO UIEM CURREWT AHD PEHDIHG AUTHORIZATION
PRESS PF12 TO EHTER A DIFFERENT EAPLOYEE HUHBER

PRESS PF13 TO CAHCEL ALL AUTHORIZATIOW FOR SAMPLE EMPLOYEE
AT HORE LOCATION BG8A

FRESS PF15 T0 RESUAE ACCESS FOR SAMPLE EMPLOYEE
AT HORE LOCATIOH @e8s

FRESS PF16 TO REQUEST A HEH PASSHORD FOR SAMPLE EMPLOYEE
AT HORE LOCATIOH @B8s

> Press ENTER

The SECURITY ACCESS-SYSTEM SELECTION screen will be displayed.
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Canceling Authorizations

From the SECURITY ACCESS-SYSTEM SELECTION screen,

PRESS PF2 TO UIEH AUTHORIZATIONS

RF81-12-52HC
ERPLOYEE HUHMBER 933333

AUTHORIZATION FOR LOCATIOH Bead

SAMPLE ADMINISTRATOR GIVES AUTHORIZATION TD SAMPLE EMPLOYEE
T0 ACCESS THE FOLLOWIHG SYSTERS AT LOCATION Be8a

A= GRAHT ACCESS, C = CAHCEL ACCESS

ARIL-ELECTROHIC HAIL
ACES-ACES DOE SURVEY
RSTE-PFAYROLL APPROVAL
ARIS-REAPPOINTHENT 55
PERS-PACS IHQUIRY

PERS-APPLICANT HAINT

PERS-ERPLOYEE DIRECTORY

PERS-RPA APPROVAL
PERS-FRIHGE BEH AAIHT
PROJ-TIARESHEETS
SDRQ-5E&D RIS OHLY
UACS-COURSE IHQUIRY
UACS-PAYAENT UPDATE

PERS-BEAS HEADER THQUIRY

PRESS PF12

_ AAIL- E-HAIL PERS ID

_ PARL-PARS NATHTEHAHCE

_ UHAY-UHITED HAY

— SUPP-SUPPLEAENT SET UP
PERS-FACS AATHTEHAHCE

_ PERS-BAS HEADER HAINT

_ PERS-PERSONHEL ACTIOHNS

_ PERS-PAYROLL HAINT
PERS-PAYROLL TRAHS

— PROJT-TIRESHEET APPROVAL

PFROJ-ACCOUHT IHFN

UACS-STUDENT IHQUIRY

UACS-COURSE UPDATE

UACS-COUNSELOR IHQUIRY

PRESS ENWTER FOR HORE
SECURITY ACCESS - SYSTER SELECTION
EAPLOYEE HANE SAMPLE EMPLOYEE

EAPLOYEE TITLE SOCIAL STUPIES SR HIGH

_ PARS-PAYROLL ABS RPT
_ SUBS-SUBSTITUTES

_ PERS-SALARY SCHEDULES

— PROT-ADPRIHISTRATION

- — UACS-COUNWSELOR UPDATE
T0 EHTER A DPIFFEREHT EHPLOYEE HUHEBER

SYSTERS PAGE 2
B2/B6/8d4 14.22.55

ACES-CHARTER SCHOOL ERP

PERQ-PERSOHHEL QUERY

PERS-APPLICAHT IHQUIRY
PERS-ERPLOYEE IHQUIRY
PERS-OFFICIAL HAINT
PERS-FRIHGE BEHEFITS

PROJ-ACCOUHT UPDATE
UACS-STUDENT UPDATE
UACS-PAYAENT IHQUIRY

Using the TAB key, position the cursor to the left of the application to be canceled.

>

>

Type

Press

C

ENTER

in front of the application

The screen shown above will remain and the message TRANSACTION ACCEPTED will
be displayed on the top of the screen. [For additional information see “COMPUTER
NETWORK SECURITY SYSTEM Authorizing Administrator’'s Guide.”]
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WHOM TO CALL FOR ASSISTANCE

For assistance with the Security System Categorical Authorizations, contact
Support Services at (305) 995-3705.

For questions or comments, please complete a HEAT Self Service desk incident at:

http://selfservice.dadeschools.net/
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http://heat-hpk.dadeschools.net/heatselfservice/BlueBalloon/en-us/



