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Accessing PROMIS

This Chapter outlines how to log into PROMILS using your web browser.

o access the PROMIS system and begin to enter, review, or edit information, you will need the
following items available:

e A computer with Internet access.
e Internet Explorer version 5.5 or higher.

e Application Namet, User Name, and Password e-mailed by the PROMIS Support Staff at
Cleverex Systems, Inc.

Log g i n g i nto P RO M I S @P ROMIS Brought o yeu by Cleverax Systers, Jac, On the Wb at www,Claverax.com

1f you arezcly have an zccount, please enter your application name:
Open your web browser and type the URL: ‘
. . Appication: Go
https://promis.cleverex.com/headstart then hit ENTER.
ThlS Will OpCl’l the ApphC’dthl’l LOgil’l SCI‘CCH (SCC Figllre #1)- (Dan't know your apglication name? Cantact your local PROMIS Sysem Administrator, or the Cleverey Hep Desk at
Support@Cleverex.com or 301-728-1:22 or B00-HSFIS-60;

(FIGURE #1) Application Login Screen

For Application, type your Application Name (e-mailed to you by Cleverex Systems). Click the GO
button. The login screen will then appear (see Figure #2).

™ \
@/ NOTE: If an incorrect Application name is entered, the Application screen will refresh ONLY.
It will NOT proceed to the Login Screen.

T Your Application Name allows the PROMIS system to identify which database will be used by your agency.
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Type the User Name and Password and then click the
LOGON button. If this is your first time logging in, a
welcome screen will appear. On the Welcome Screen,

click on the CONTINUE button.

PROMIS will default to the Home screen (see
Figure #3).

From this screen, a user will be able to navigate to
any of the data entry screens or navigate through the

system using the buttons located at the top of the
screen.

The buttons are:

e HOME: This link will display:

W PHOMIS Wolcome! - Miceozoll Intesrsl Exploo

Ele B Mww Fpoiss  Jook  Hel
bock -+ - D (D) A | Dsewch (SlFavntes Py |- D0 - O RIIW S

) oo ch 7
|| Lieks. 8] FROMIS Home

ﬂ PROMIS Erought i you by Clavarar Systams, nc. O ha Wab af www. Clavanar. com

Plagss ariter your Useriame and Password:

applcation:  PROMIS 2.0 Davelcprmant

devalopar i
Eee— "

Forgot your password? click here.

Liser Name:

Password:

(@5, Search the Resource Directory g
ina ogen recured) 4

Lawaras Sytharva,

ke s Cupcerat Manisge 5 Auslopad by
. e worss ol b Ure Finaed Sharl Burnaus Fur Tothricd Supperl f Sheveras
Sythant

|5 [ irirnet

(FIGURE #2): Login screen

3 PROMIS o - Wiosot i v
I File  Edt View Favoites Tools Help

GBack - = - (@ [ 44| Qscach [Favoites BHitoy |- H 0 -EH QR DH &
Address |@ hitps: 4/ promis. cleveres. com/promis/en/HeadStart:2/Home. asp

Links &]PROMIS Hame

(& PROMIS

[Hame Famiy ClassiCaseioad Transportation Staff Voluntesrs Resaurces]

My Calendar

- Yt P P Wi e e o i e e -

Workfo Liskings | A4 New Weekfi T

friendly and helpful Head Start data wanagewent System available.
e believe the role of technology 1S to weke your life easier, 5o
please let us know how we're doing.

The more we heer from you sbout
what you like and don't like, the better we ean tailor PROMIS to
suit your needs. Enjoy! - John ¥. Love, PROMIS Project Manager

Save

Uelcome! Our goal at Cleverex is to make PRONIS the most user- j

Hy PROMIS

o okt N s [ ekt N ey

+ Repers

€ I

(5 @ Intemet

(FIGURE #3): PROMIS Home screen

0 My Workflow Manager/Calendar: Current Tasks for the cutrent user in list or calendar

format.

0 My Classes/Caseloads: Classes/Caseloads shortcuts list. (Initially empty)

0 My Notes/To Do Lists: Tasks entered by user to be completed
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O My Families: Another shortcuts list showing families the user frequently interacts with.
(Initially empty)
0 My PROMIS: Links to commonly used features and personalized settings

e FAMILY: Access Family Information including
0 Demographics

Enrollment

Health

Child/Adult Development
Family Development

O O oo

e CLASS/CASELOAD: Administer Classes and Caseloads
e TRANSPORTATION: Bus/Bus Route Management

e STAFF: Access Staff Information including
Staff Demographics

Staff Employment

Staff Training

Staff Education

Staff Health

O O 0O O O

e VOLUNTEER: Access In-kind Information including
O Volunteer Demographics
O Volunteer Timesheets
O Volunteer Donations

e RESOURCES: Access Organization and Service Provider Information




PROMIS QUICK START GUIDE

Customizing PROMIS

This Chapter details how to configure PROMLIS for your agency.

rom the HOME tab, scroll to the My PROMIS box. Select the View/Edit System
Functions link. This will bring you to the System Admin home page. (See Figure #4)

\
"ﬁ/ NOTE: The View/Edit System Functions link will only appear if the user has the ptoper access
rights to System Administration.

The System Admin page allows a user to customize Agency information, set up user accounts, and
change system information.

The following sections outlines the steps for the
PROMIS System Functions:

Al x|
Stk - - Q[ | Dserth (fevertes Gieda 3| - DR -EH A
T T T ——— T — = e uaa
. . A I f . & PROMIS ((Heme Family Clss/Castioad Trinspoduion Staf Vokriears Resowrces | " AR
Entering Agency Information
Agency:
. Crganizational Strucure Create, moddy and delete Organcational Strucure
* Entering Centers/Classes/Caseloads ke
e Mmtr g e ol g of il it e risaed sl oty
User ACCOUNRS Activate users, o0 USer JCCOUNES and aC0ess rights.
. . User Groups Dafire the access rights for User Groups.
* Entering User Information e e e o
Systmm Settrgs Mod¥y systmnTwide NG
Modey access P settngs.
Craate, mody and delite Immunzaton Scheduls.
Craat, modfy and delit Fatuments
Craate, moddy and delste Standard Pickists
e, moddy and delets Poverty Guidelnes, Program Types, Pay Rates.
Close 3l claks anvoliment records. ..
Dt Prcpsst Qs Diata Picyie Qo Mandsgarrueit
Foreve Famies (Org Urit Deleted ‘Whose Owrer Ong Un
MRS Cuta Export MRS Data Export.
-]
L _— |

B reaet

FIGURE (Figure #4): System Function screen
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Entering Agency Information

HOW TO ENTER/EDIT AGENCY INFORMATION
From the System Admin Screen, (see Figure #4), click on the ORGANIZATIONAL STRUCTURE
link. This will display the Organizational Structure screen (Figure #5).

To enter your agency information:

1) Click the name of the grantee (See Figure #5). You can rename the Grantee entry to your agency
name. (You will need to contact Cleverex Systems if you require more than one Grantee in your
Organizational Structure). You must have a Grantee to continue entering the rest of the Organizational
Structure.

2) Select the Dezails link next to the Grantee entry.
This will bring up the Agency Information screen.
Click the Select Organization button. This will

Organizational Structure

Organizational Units (Type)

'!‘ﬁ Clevarex Systems Inc. (Grantee) Detalls
Open the RCSOLIICC search page' + i Cleverex (Direct Service)
|- BFaddew
3) At the Organization search page, type the name = + B s conter) petalk

of your agency and click Search.
(Figure #5): Organizational Structure screen

4) Scroll through the results to find your agency name, and then click the Select button to the right of
the agency name. This will close the search page and return you to the Agency Information screen.

The Agency Information is separated into:

=181
o Bt Vew Fwrte Tk teb

bk - 4 - DA A Doewh fewrtes Freds 3 - S DA

Lre ] Fpe— T T——— & e

e Agency Name and Address (Figure #06)
e Agency Details (Figure #7)
e Program Sessions/Years (Figure #8)

& PROMIS [ Homa Famiy ClsuCasslesd Transposston Sisf Vkntesrs Rasoerces |

Agency Name and Address:
1) Select the Edit Agency Address link.

2) Enter your agency’s address information.

3) Click on the ‘SAVE & RETURN?’ button.

&) Done [ Local raranes.

(FIGURE #6): Agency Name and Address

Agency Details:




PROMI

D
2)

3)

LB merars- i st et bl 5
Fls [dk Vew Favortes  Took  belp -
b - = - Q5 | Dsearch Glfertes Greds P G- S E- DA
S QUICK START GUIDE - s = on
Q & PrROMIS Heme Family Clast/Caselosd Transporatien SHaf Volrawirs Rescerces | h::r s
Iﬁq == a* [Grarme tat drectly operates programis) and has b0 =]
Select the Edit Agency Details link. d =
Tt e e x program:| I
Enter your agency’s details. (Grantee _CwokSpote | _SemtRaun | _Corce |
number, agency type, etc).
Click on the ‘SAVE & RETURN’
button.
o

Program Sessions/Years:

D

2)
3)

4

5)

Click the link(s) below the Session column (See
Figure #8) to edit the current session
information, or click the Add New link to add a
new program session/year.

[ M Leca et

(FIGURE #7): Agency Details

Program Sessions/Years

[Session: |Start Date: JEnd Date: [Closed: |

Program Year 2004 - 2005 9/1/2004 | 9/10/2004 | Yes Delete
2004-2005 - current g/1/2004 | 8/31/2005 Delete
2004-2005 Celete

Acld New

(FIGURE #8): Program Sessions/Years

Enter the program session information (start date, end date, etc.)

Click on the ‘SAVE & RETURN?” button.

After saving the program year information, you can

click the link(s) below the Session column in the
Program Sessions/Years box to add funding
information for that particular session.

Click the Add New link under the Program Sessions

Funding window (Figure #9) to add the funding
information for that program year/session.

Program Sessions/Years

Session:* IPrUgram Year 2004 - 2005
StartDate:* [3/1/2004 E
End Date:* [[9/10/2004 [l

Closed: |ves

Check Spelling | Delete | Save & Return Cancel

Program Fundings

ProgramT: pe: [FundingsIote: Federa\:IFundlngS\D@/State:IFumdlngS\mﬂ Cther:]
Add Mew

(FIGURE #9): Program Session Funding




PROMIS QUICK START GUIDE

HOW TO ENTER/EDIT THE ORGANIZATIONAL STRUCTURE
The Otrganizational Structure allows the user to enter/edit the organization of the agency by:

e Grantee

e Delegates/Direct Setvices (if applicable)
e Centers

e C(Classes/Caseloads (if applicable)

Using the hierarchy established, user access can be restricted to certain delegates/centers/classes.
Complete access to the entire agency (Grantee level) is also possible.

From the System Function Screen (see Figure #4), click on the ORGANIZATIONAL STRUCTURE

link. This will display Figure #5.

Enter Top Level Organizational Unit: This level will be for the agency grantee and
delegates/direct services:

1) Click the name of the grantee (See Figure #10). You can rename the Headquarter entry to your

agency name. (You will need to contact
Cleverex Systems if you require more than
one Grantee in your Organizational
Structure). (FIGURE #10): Top (Grantee) Otrganization Level

Drganizational Units (Type)
-}-ﬁ Headquarter (Grantes)

e Click Details to edit the agency information (see Entering Agency Information).

2) Click on the SAVE button to save the changes

@/ NOTE: You cannot delete the Grantee entry.
Organizational Structure
Editing a Top Level Organizational Unit
3) Click the Add New TOp Level Organizational Organizational Unit Name Type
Unit link to enter the Delegate/Direct Service (See  |[CleverexHead Stan [Direct Service =]
Flgure #11) Savel Delete | Cancel |

(FIGURE #11): Top (Delegate/Direct Service)

Organization Level

@/ NOTE: If your agency is the grantee, or does not have any delegates, you still must have an

entry at the top level to begin entering the Centers. In this case, you will create a new entry for
Direct Service and give it a name similar to your agency name. (We recommend using the agency
acronym).

Detaifs
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Organizational Structure

Enter Second Level Organizational Unit:
This level will be for agency Centers:

Organizational Units (Type)

+ ac\everex Head Start (Direct Service) Details

1) Select the * to expand the level
beneath a particular Delegate /Direct g
Service. Click the BF#dd New Jinl o
add a new Center to this
Delegate/Direct Setvice.

|- BFacd Mew

Detzits

JCEnter 1 (Center) Datails

(FIGURE #12): Second (Center) Organization Level

2) Enter the name of the Center in the Organizational Unit Name box. Select the Type as Center.

(See Figure #13).

3) Click on the SAVE Button to save the changes.
Click on the DELETE button to delete the entry.

4) Click Details to edit the Center information (this
information is necessary for the NRS report. Required
fields are denoted with a *).

=z=zBack | Syster Admin Home

Organizational Structure For {Delegate)

Editing a 2nd Level Organizational Unit

Organizational Unit Name Type

| Center j

Cancel |

|Center1

Sawve | Delete |

(FIGURE #13): Edit Center screen

5) Select the BFaddNew Jink 1o enter more Centers under the Delegate/Direct Service.

6) Repeat Steps 1 through 4 until all the centers have been added under a particular

Delegate/Direct Service.

7) Go to the next Delegate/Direct Service and repeat Steps 1 through 5.
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Enter Third Organizational Level:
This level will be for agency
Classes/Caseloads/Groups:

+ a Cleverex (Direct Service)
|- Bhadd New

|- + ¥ s8C (Center)

(FIGURE #14): Third (Class) Organization Level

1) Select the ¥ to expand the level beneath a particular Center. Click the BFeddNew Jink to add a

new Class/Caseload/Group. (See Figure #14)

2) Enter the name of the Class in the Organizational Unit
Name box. Select the Type as Class, Caseload, or

Group (See Figure #15).

3) Click on the SAVE Button to save the changes.
Click on the DELETE button to delete the entry.

Placing a classroom into a Program Session/Year:

0Organizational Structure For Cleverex -- ABC

Adding a New 3rd Level Organizational Unit

Drganizational Unit Name

Type

|C\assr0um1

|Class j

Cancel |

(FIGURE #15): Add Class Screen

Editing a 3rd Level Organizational Unit

DOrganizational Unit Name

Type

Datajfs

1) Once you have saved the Class name and Type, click on [Classroom s 2]
the Class name from the Organizational Structure screen. Save | Delete | | Cancel |
This will open the Editing 3* Level Organization Unit

. Class Session History Bhaddnew
screen. (See Figure #16).
Program Session/Year Start Date End Date

2)

2004-2005 - current

(FIGURE #16): Edit 3 Level Unit screen

Click the @’ icon next to the Program Session/Year in e T e

the Class Session History box. This will bring up the Class DelegatelCanten

Information screen. (See Figure #17).

3)

4

Click the @y]idit Class Information link. Choose the
Program Year/Session that the class will operate in from
the drop-down box. Enter the rest of the classroom
information. (Required fields are denoted with a *).

Clazs Mame:

Type:

Pragrarn YearfSession:

Prograrn:

Prograrm Type:

Murnber OF Slots in Class:

Murrber OF Hours For Each Meeting:
Start Date:

End Drate:

Comrnents:

@Edil Class Information
Add this class to your My Sfasses List

Cleverey - ABC

Classroom 1

Clazs

(Cleverex)2004-2005 - curent{0@i0104--02/21705)

(FIGURE #17): Class Information screen

Click on the ‘SAVE & RETURIN?” button to finish entering the

classroom information. You may now begin entering meeting days for the classroom using the

Class Days link.
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Entering User Information
To activate and configure users to access the PROMIS system, the following steps MUST be followed:

Enter new Staff Name and Demographic Information

Activate Staff as users

Assign each User access rights, or assign each User to a Group

Grant access to Delegate, Center, or Class

HOW TO ENTER NEW STAFF

From the HOME tab, click the ADD NEW STAFF link in the
MyPROMIS box. This will display the Add a New Staff screen.
(See Figure #18). You can also access this screen by clicking the
Staff tab, and from the STANDARD STAFF SEARCH
screen, click the ADD NEW STAFF link.

D

2)

@/

Enter the first and last name of the Staff member
and click Continue. PROMIS will search your
existing data to see if that staff member has already

been added. If the staff member is not in the system,

Add a Mew Staff

First Marnz: *

at least 2 latters

Last Marne: *
at least 2 latters

Continue | Cancel

(FIGURE #18): Add New Staff screen

Mo Family mermbers Found by your search criteria | FirstMame: Staff LastMame: Mernber ]
wou can Search Again , o Enter this persan (Staff Member) as a new staff member |

the Results list will be blank, and you will see Figure #19.

You may either Search Again, or Enter this person.

After selecting Enter this person, you will see the
Staff Demographic screen (Figure #20). Enter the
rest of the staff member information. (Required
fields are denoted with a *). Click on the ‘SAVE &
RETURN’ Button to finish.

NOTE: If you enter an Email address for the staff
member in the Demographic form, PROMIS will be
able to email that person their password when their

user account in

3) Repeat this process for all your staff, including those

activated. See the “Activating Staff as Users” section
below.

who will be activated as PROMIS usets.

(FIGURE #19): Add New Staff part 2

Primary Language: [~
Current Position: * hd

Certified Drivers Licence) 1
Mumber (COL #:

Expiration Date:
Ermergency Contact:
Ermergency Phane:

i | A A S

3 PHOMIS- il Wioasot oot Exorer L8l
[ Fle Ede View Fawoites Tods Heb ‘
GBack + = - @ 3 24| Qeach [GFavaites (HHisoy B GO -EH QR D ¥ &
Aderess [ €] htps:/promis dloveres o =] @B
Links &]PROMIS Hame
o Logof £ |
&PROMJS [Hume Family Class/Caseload Transportation Staff Volunteers Resuurces] Help nl
Staff Demographics
lastbamer [ | Frsthamer [
lasthamez: [ | Miode Mame: [
Center Where Currently =
Etnployed: *
Gender: | € Male © Female @ Nya DOB: —
e - | s [
By [ =] Specify E‘ﬁg‘;‘gr )(ff 1

Secondary Language: =

Positian Detail: =

State Issued In: hd

Crirminal background check: "
performed? Cves o & N7

Ermergency Phane 2:

@] Dane

[ 15 (@ Intemet

(FIGURE #20): Staff Demographics screen

10



PROMIS QUICK START GUIDE

The Standard Staff Search allows users to locate staff by entering first and last names. If these fields
are left blank, the search engine will display all staff names.

Staff members you enter will appear in the Staff Search results, as long as the user has proper access
rights to view them.

ACTIVATING STAFF AS USERS

From the top Tab Menu select the HOME link. On the Home tab, scroll down and select the
VIEW/EDIT USER ACCOUNTS. This will display Figure #14. You can also access this screen by
clicking VIEW/EDIT SYSTEM FUNCTIONS from the Home screen, and choosing USER
ACCOUNTS from the System Admin menu.

T PHIMIS. e - Microzoll ndesnel Egilooer : =181

. . . B B M Fpesiss Lok Hep E
The current staff will be listed on the screen in ok - - @ [ 2] B owch (lFevetes Py | B - (O R DY A
. . ) bt oromin o 2hus bt =] @6e
alphabetical order by last name. Staff without ek PO oo |
PROMIS access Wll]_ haVC the status InaCtiVe. & PrOMIS [[Home _Family_ClassiCasoioad_Transporation Stal_Volueors_Resourcus | l?:.’:' 4
wxBack | Sythem Ackrin o
To activate a staff member as a PROMIS user, R
#_ Fites Fiher Status: OfF Page b | 1of2
Chck On the INACTIVE hnk' A message Wlll ||‘\l'(. —_— I[:\.r‘l’.\::l‘ :;I:-“II‘\ J\ffr“\.hﬂithE i’: ﬁﬁﬁﬁﬁ d
A, Paol Al A Ve it
appear stating: “Do you want to Activate this e — e =
user?” Click OK to activate the user. SR e e v hasd
Userl, Test ) Tiserl Active View Resat
Userz, Test Tuser2 Active View Resat
Once the staff member has been activated, L o T B
PROMIS administrator will be able to configure # Fw Fiter Stas: O Bagp b b1 1062
that staff membet’s access rights. o
P o
] 3 [ irirmet

(FIGURE #21): User Directory screen

Using the User Name screen (See Figure #22),

New User

administrators can give new staff members a UserName.
Enter the UserName for thls Staff member_ (Thls Wlll be the Plaase enter a UserMame for the user (user will type this in, aleng with their password, to login ta the system):
name the staff member enters to login to the PROMIS st [ EMember

system). Continue | Cancel |

(FIGURE #22): Staff User Name screen

If the staff member has an email address entered into the Email field in the Staff Demographic form,
PROMIS will default to using the email address as the staff member’s UserName. If an email address has
not been provided, PROMIS will default the UserName to the first initial and last name of the staff
membert.

Ve
b NOTE: It is highly recommended to use an email address as the User Name.

11
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T PROMIS. Users - Microsolt Intesnet Esplores
If the Staff Member has an e-mail address, PROMIS will f,,_:r‘i. T I _
. - . Agideas [8] hesgur £ fproms. claeenas: compromineryHesdStt-2/uses Al el o8 sip At srvnsmebataltide 21 L agetime =] s |
automatically e-mail the new user their password. ek 100 e : -
& PROMIS [Home Family Class/Casslond Transponiation Stafl_Volaniesrs Resources | s
If the user does not have an e-mail address, the screen to the 2P L s i 0 kv, il sty e s i o ok
right (Figure #23) will appear, showing the uset’s temporary | iy =, o

password. Click on the CONTINUE link to return to the
User Directory.

& [ 125 (4@ it
(F§GURE #23): Temporary Password screen
ASSIGNING USERS TO GROUPS
Groups are preset templates for user access. Instead of specifying specific screen access rights for each
staff member, users can be assigned to a specific group. For example, users assigned to the Teacher
Group will only have access to areas that fall under their responsibilities (i.e. Attendance and Meals).
@PROMIS (Home.Fanily Clase/Caseloag Transyotain Ste Volntess Resouces | L?Sf

<sBack | System Advin Home Viewing: Dermo, T_15
From the User Directory, select the VIEW | ceess Summany H Grous H Orgarizational Access u Soreen Access u Selot Difeent User |
link under the Access Rights column. This Graup emberstp
will open the Access Summary Page for that g toe
staff member(See Figure #24). Click on the Organizatonal Aocess etals
GROUPS link. [Deesate - Corter - Class Caseinad [pccess Level

- No Organizational Access Rights set. User will nat be able to access any data until this is doe, -
Recards shown with an astarisl (*) indicate access rights assigned to the user by the groups they belong to.

Screen Access Details
|Eerezn [[access Level

- o Screen Access Rights set. User will not be able o access any screens until this is done, -

(FIGURE #24): Access Summary screen

Select the appropriate group for this user from the drop down menu.

A user can be assigned multiple groups; however, if the access rights between two groups conflict, then
PROMIS will give the user the Jlesser of the two access rights. It is recommended that users be

assigned to only one group initially. If additional rights are needed, they may be customized at a later

date. FIPROMIS (Home Family ClassiCaswioad Transporiation Sia Vokekess Resources | Ralp

Once the staff member has been assigned to a -
group, click on the ‘SAVE & RETURN’ button. e Kl Focens

Coordinaces and Corularts
[oelegats Admireyatons
{Education Coordrnatr

by Txpert

SystEm Administr aines
Taachers

(FIGURE #25): Group Select screen

12
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ASSIGNING USERS ORGANIZATIONAL ACCESS
Besides group access rights, which control what screens a user has access to, PROMIS can assign/restrict

users to certain levels in the Organizational Structure. This is controlled from the
ORGANIZATIONAL ACCESS link. Review the two options below:

OPTION #1: User requires access to the whole organization. This includes all Grantee/Delegate/
Center/Class sites.

e NOTE: This option is ONLY recommended for System Administrators, Directors, or
h"»f;}/ other high level staff. This option should be used sparingly; otherwise, confidentiality
of family information may be compromised.

From the User Directory, select the VIEW link under the Access Rights column. This will open the
Access Summary Page (See Figure #24). Click on the ORGANIZATIONAL ACCESS link.

From the Overall Delegate Access Level (Figure #26) menu, choose the appropriate rights access for this
uset.

==Back | System Admin Home Viewing: Derno, T_15

. . 5 [ Access Sunmary | [ Gioups | [ Organizationa Access | | Screen Access | [ Select Diferent User |
A message will appear stating “NOTE: Setting the ®
. . P ot :,ﬁ
Overall ACCGSS Level Wﬂl delete any 1nd1V1dual Overahllltgrf::rz‘:a:v::va::;:re;:wL;‘;realH oy ally done for adrinistrators), or they can have their Access Rights to each
. . . . 0 Arcess z [ g
Organizational settings. The uset’s access will be SEZQ‘Z“SLS’&ZT?STSQ.Eiﬁg(“ér“ii‘?a”@?r;e;dwogw - by ool et
(ke Inser it
determined by the Overall Setting alone. Do you Ful Cone e ek
0 izati Access Details

want to continue?”

@ Cleverex Systerns Inc.

(FIGURE #26): Delegate Access screen

Click the OK button to proceed.

<cBack | System Admin Home Viewing: Derng, T_15

OPTION #2. User Only requires access to Certain J Access Summaryu Groups u Organizational Access ” Sereen Access H Select Different User
Delegates/Centers/Classes. Users can be given access to multiple  orenistionl iccessbetas

delegates/centers/classes. Y —
& Cleverex

=\ / NOTE: This option is recommended for @ okl ‘
&":',m_.c. Data Entry staff or teachers who will only e I

need to access certain areas, not the entire Save &Py e

. . Read Qnly
organization. Iaclfy (neertEdt)
@ Class £1 FFull Coriral (Insert/EditDelets!

From the Organizational Access screen (see Figure #27), select

the 0 link to dlsplay the Delegate / Direct (FIGURE #27): Delegate Access screen cont’d
Service access level assignment menu. Choose the appropriate
access level for this user.

If the user is being assigned access at a lower level (i.e. Center), select the € link next to the center to
which the user will be given access.

13
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Access can be assigned access to the class level as well.

@/ NOTE: To grant users access to the lower (class) levels, they must be assigned an access right at the level
above (i.e. Center). Thus, to assign a user full control to Class 1in Center A, they would receive a Unrestricted
or Restricted Read Access to Center A, and Full Control to Class 1.

Repeat this process for all the Delegates/Direct Services/Centers/Classes to which the user requires
access.

14
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