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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. 
 

 
 
What You Do 
 

 Type AAAA SECURITY ACCESS in the APPLICATION field 
 

 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. 
 

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

 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! 
 

 
 
What You Do 
 

 Press ENTER  
 
The SECURITY ACCESS - SYSTEM SELECTION screen will be displayed. 
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 Categorical Updates 

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

 
What You Do 
 

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

 
 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. 
 

 
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, 
 

 
 

 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, 
 

 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, 
 

 
 

 Press PF8  to go to the next page 
 

 Type A in the SEL column for each employee being authorized 
 

 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.  
 

  
 
What You Do 
 

 Type the EMPLOYEE NUMBER 
 

 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,  
 

 
 
 

 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 
 

 
 
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 
 

 
 
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”]. 
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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, 
 

 
 
 

 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, 
 

 
 
 

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

 
From the SECURITY ACCESS-SYSTEM SELECTION screen, 
 

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

 Type C  in front of the application 
 

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

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

http://selfservice.dadeschools.net/ 

WHOM TO CALL FOR ASSISTANCE 

Page revised January 2008

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



