Instructions for Using Database

Go to http://www.theworksource.org/systemwide/login.asp
 
 Enter your user name and password provided by H-GAC
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Staff must search the database to make sure name does not exist.  You can search for staff by Last Name, First Name, Office or Status.  [image: image2.png]2 Contractor - Search - Microsoft Internet Explorer
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Click on Submit.

If name is not found, the following message will appear.  “Sorry, Staff can not be found.  Click here to go back.”    [image: image3.png]@i Document1 - Microsoft Word
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“Click here” will take you to the following screen.[image: image4.png]| Document1 - Microsoft Word
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Click on “Add New Staff”.

The following screen will appear.  Complete the fields.
	Status:
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Active

  (Defaults to Active)

	Last Name:
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Spadoni



	First Name:
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Lisa



	MI:
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	Email ?:
	[image: image9.wmf]Yes [image: image10.wmf]No  (Does staff need email from The WorkSource)

	Email Address:
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lspadoni@theworksource.org


Enter if user has one 

	Phone:
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713



 HTMLCONTROL Forms.HTML:Text.1 [image: image13.wmf]

499-6685


Example. (713 111-1111)

	Ext.:
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	Job Title:
	[image: image15.wmf]

Financial Aid Specialists Tracker



	Alt Job Title:
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None

            (Defaults to None (Enter alt title if staff has more than one)

	Alt Job Title 2:
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None

           (Defaults to None (Enter alt title if staff has more than two)

	Hire Date:
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2/26/01


Example (MM/DD/YY)

	Employer:
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ARBOR



	Contractor:
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ARBOR E&T

  (May be the same as Employer)

	Office:
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Lake Jackson



	Other Office(s) Assigned:
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  (Enter if staff is assigned to more than one office)

	Security Agreement Signed ?:
	[image: image23.wmf]Yes [image: image24.wmf]No  (All staff are required to sign the Information Resources Usage Agreement.  H-GAC must have the original form within 7 days.  If form is not received by H-GAC, H-GAC will terminate all access.)

	TYC Agreement Signed ?:
	[image: image25.wmf]Yes [image: image26.wmf]No  (All staff are required to sign the Confidentiality Agreement.  H-GAC must have the original form within 7 days.  If form is not received by H-GAC, H-GAC will terminate all access.)  

	CCSD ?: 
	[image: image27.wmf]Yes [image: image28.wmf]No  (Does staff need access to this system?  If staff answers “Yes” to Security Agreement Signed and TYC Agreement Signed, H-GAC will give access with the understanding that if the original signed forms are not received within 7 days, the access will be terminated)                

	WIT ?: 
	[image: image29.wmf]Yes [image: image30.wmf]No  (Does staff need access to this system?  If staff answers “Yes” to Security Agreement Signed and TYC Agreement Signed, H-GAC will give access with the understanding that if the original signed forms are not received within 7 days, the access will be terminated)                

	TWIST ?:
	[image: image31.wmf]Yes [image: image32.wmf]No  (Does staff need access to this system?  If staff answers “Yes” to Security Agreement Signed and TYC Agreement Signed, H-GAC will give access with the understanding that if the original signed forms are not received within 7 days, the access will be terminated)                

	OAG ?: 
	[image: image33.wmf]Yes [image: image34.wmf]No  (Does staff need access to this system?  If yes, in addition to the signed original Information Resources Usage Agreement, contractor must first complete mandatory training “Access to the Child Support Income Verification Application on OAG Portal” and then email the State of Texas OAG (CSD) Portal form to H-GAC.  Email must also state date staff completed training)

	SAAVER ?: 
	[image: image35.wmf]Yes [image: image36.wmf]No  (Does staff need access to this system? If “yes”, H-GAC must have (1)original signed Information Resources Usage Agreement, (2)original signed Confidentiality Agreement, (3) original signed within 30 days Security and Privacy  Agreement (SPA), and (4) original signed within 30 days Request for User Access to HHSC Systems)  

	TIERS ?: 
	[image: image37.wmf]Yes [image: image38.wmf]No  (Does staff need access to this system?   If “Yes”, H-GAC must have (1)original signed Information Resources Usage Agreement, (2)original signed Confidentiality Agreement, (3) original signed within 30 days Security and Privacy  Agreement (SPA), and (4) original signed within 30 days Request for User Access to HHSC Systems)  

	FAMS ?: 
	[image: image39.wmf]Yes [image: image40.wmf]No  (Does staff need access to this system?  Access will be provided if slots are available for contractor)

	FACS ?: 
	[image: image41.wmf]Yes [image: image42.wmf]No  (Does staff need access to this system?   If staff answers “Yes” to Security Agreement Signed and TYC Agreement Signed, H-GAC will give access with the understanding that if the original signed forms are not received within 7 days, the access will be terminated)

	TWC Mainframe ?: 
	Date Assigned 
[image: image43.wmf]

01/30/08

Example (MM/DD/YY)  (Date contractor assigned RACF or TWC Intranet)
	Date Removed
[image: image44.wmf]

Example (MM/DD/YY)

	On-Line Training Completed? : 
	Date Completed 
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01/30/08

Example (MM/DD/YY)  (Date TWC Security Training completed)

	Enter Sender Email: 
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lspadoni@theworksource.org

  Example (John@h-gac.com)         (Userid and password will be emailed to this account)
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Click on “Add New Staff”
The following message will appear:

Your information has been sent, Thank you.
Close window
To Modify Staff Information

If name is found, the following screen will appear.

	
	
	Back to search
	First page
	Last page

	  Records 1 to 1 of 1 


	Comments
	Status
	Last Name
	First Name
	
Inactivate Staff

		A
	Baggerly
	David
	Modify Staff 

	MI
	EMAIL
	Job Title
	 


	J
	dbaggerly@theworksource.org
	Board Staff
	
	Alt Job Title
	Alt Job Title 2 
	Contractor
	Office
	
	None
	None
	H-GAC
	H-GAC
	
	Employer
	Other Office(s) Assigned 
	Security Agreement Signed ?
	TYC Agreement Signed ? 
	
	H-GAC
			Date Received : 

		Date Received :
	
	WIT ? baggedax
	SAAVER ? Yes
	CCSD ? 
	TIERS ? 
	
		Assign Date: 
		Assign Date: 
		Assign Date: 
		Assign Date: 
	
		Unassigned Date: 

		Unassigned Date: 
		Unassigned Date:
		Unassigned Date: 
	
	OAG ? 
	TWIST ? baggedaj
	FAMS ? 
	FACS ? 
	
		Assign Date: 
		Assign Date: 
		Assign Date: 
		Assign Date: 
	
		Unassigned Date: 
		Unassigned Date: 
		Unassigned Date: 
		Unassigned Date: 
	
	TWC Mainframe ?
	On-Line Training Completed ?
	 

	
	Date Assigned
			
	Date Removed

			
	return to top


	

	return to top


	
	
	Back to search
	First page
	Last page

	  Records 1 to 1 of 1 


Click on Modify Staff at the top right of screen and the following screen will appear.

	Status:
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Active



	Last Name:
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Baggerly



	First Name:
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David



	MI:
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J



	Email Address:
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dbaggerly@theworksource.org


Enter if user has one 

	Phone:
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713



 HTMLCONTROL Forms.HTML:Text.1 [image: image56.wmf]

993-4528


Example. (713 111-1111)

	Ext.:
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	Comments:
	Do not overwrite comments 
[image: image58.wmf]



(Identify the change.  Do not overwrite comments)

Example:  1/29 – Remove CCDS access

                 1/30 – Add FACS access

                 1/31 – Add Liberty office to Twist account 

	Enter Sender Email: 
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Example (John@h-gac.com) 
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Enter information in Comments and click Modify Staff.

The following message will appear:

Your information has been sent, Thank you.
Close window
To Inactive Staff
To inactive a staff, click on Inactive Staff at the top right of screen
	
	
	Back to search
	First page
	Last page

	  Records 1 to 1 of 1 


	Comments
	Status
	Last Name
	First Name
	
Inactivate Staff

		A
	Baggerly
	David
	Modify Staff 

	MI
	EMAIL
	Job Title
	 


	J
	dbaggerly@theworksource.org
	Board Staff
	
	Alt Job Title
	Alt Job Title 2 
	Contractor
	Office
	
	None
	None
	H-GAC
	H-GAC
	
	Employer
	Other Office(s) Assigned 
	Security Agreement Signed ?
	TYC Agreement Signed ? 
	
	H-GAC
			Date Received : 

		Date Received :
	
	WIT ? baggedax
	SAAVER ? Yes
	CCSD ? 
	TIERS ? 
	
		Assign Date: 
		Assign Date: 
		Assign Date: 
		Assign Date: 
	
		Unassigned Date: 

		Unassigned Date: 
		Unassigned Date:
		Unassigned Date: 
	
	OAG ? 
	TWIST ? baggedaj
	FAMS ? 
	FACS ? 
	
		Assign Date: 
		Assign Date: 
		Assign Date: 
		Assign Date: 
	
		Unassigned Date: 
		Unassigned Date: 
		Unassigned Date: 
		Unassigned Date: 
	
	TWC Mainframe ?
	On-Line Training Completed ?
	 

	
	Date Assigned
			
	Date Removed

			
	return to top


	

	return to top


	
	
	Back to search
	First page
	Last page

	  Records 1 to 1 of 1 


The following screen will appear.
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Enter staff’s termination date and sender’s email address.
Add comments as appropriate.

Click on Inactivate Staff.

The following message will appear:

Your information has been sent, Thank you.
Close window
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