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Users can be added, deleted, edited, or their password reset from this screen.

The lst displayed shows current users assigned roles. Select user, then clck "Edit Existing User" to change the

user's assigned roles. Select user, then click "Delete Existing User" to remove the user from the system permanently.

Select user, then click "Reset User Password" to reset the user's password and email the new password to the user.
Click *dd New User to add a completely new user to the system and assiga roles to that user.

Edit Existing User

Users: |Avianta Anaya

Delete Existing User
Avianta Anaya. Delete Existing User
Do eve Reset Password
Evelyn Mils

Add New User



Administration for Children and Families

TANF Data Reporting System - TDRS
TDRS Administration
Introduction:  Staff wishing to use the TANF Web System must be created as users and given a role or roles within the system.  Administrators use the Administration function to create users and assign roles.  They may create, edit, or delete users and assign or delegate user roles from within the Administration menu item.    
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Administration screen

Adding a New User: The first and most important function in the Administration menu is creating a user. 
To add a new user:

1. Click on the “Add New User” button on the Administration screen.

2. Enter the user’s first name, last name, and e-mail address in the spaces provided.

3. Choose the agency to which the user belongs from the drop down menu.

4. Click on the “Assign to Agency” button.

5. When the program assignments table appears, choose which role the user will have: Administrator, View Only, Data Entry (if available), or None (for users no longer in the system).

6. Click on the “OK” button.

7. A screen displays the status message of the outcome of creating new user operation.
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Administration

Users can be created and roles assigned to them, or existing user's information and roles can be edited in this

sereen. To create a new user, complete the required information, select an agency from the drop-down list and then

clck "Assign to Agency” button. The next screen allows desigaation of access type for the new user to the selected

agency. The next screen might also allow assignment of this user to more agencies. Click "Save Assigaments(s)' to

save all information for the user. To edit an exiting user, edit personal information, assign to addifonal agencies and
re-assign roles if necessary, and then clck "Save Assignment(s)" to save the new information.
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User info entry and Agency selection screen
Deleting User: Administrators can delete users who no longer need access to the TANF Web from the existing user list.  Deleting a user does not remove him or her from the TANF server; it simply marks the user as deleted and denies him access to the TANF web.  A user who has been deleted may be reinstated by the Administrator.  

To delete a user:

1. Choose a user name from the list on the Administration screen.

2. Click on the “Delete Existing User” button.

3. A dialog box will pop up asking if you want to delete this user.  If so, click on the "OK" button. If you do not want to delete this user, click on the "Cancel" button.

4. A screen displays the status message of the outcome of delete operation if the user has been deleted.

Editing User: The Administrator can update a user’s personal information or can modify a user’s assigned roles by using the Edit function. 
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Users can be created and roles assigned to them, or existing user's information and roles can be edited in this

sereen. To create a new user, complete the required information, select an agency from the drop-down list and then

clck "Assign to Agency” button. The next screen allows desigaation of access type for the new user to the selected

agency. The next screen might also allow assignment of this user to more agencies. Click "Save Assigaments(s)' to

save all information for the user. To edit an exiting user, edit personal information, assign to addifonal agencies and
re-assign roles if necessary, and then clck "Save Assignment(s)" to save the new information.
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Roles assignment screen
To edit a user's permissions:

1. Choose a user name from the list on the Administration screen.

2. Click on the “Edit Existing User” button.

3. The user’s personal information and assigned roles are displayed. The administrator can edit the user's name, e-mail address, and assigned roles.

4. Click on the "Save Assignment(s)" button to save new information. 

5. A screen displays the status message of the outcome of save operation.

Resetting the Password:  The Administrator can reset a user’s password by using the Reset Password function.
To edit a user's permissions:

1. Choose the user name from the list on the Administration screen.

      2. Click on the “Reset Password” button. A confirmation message is displayed.
      3. Click on the “yes” button for the password to be reset.
An e-mail containing the reset password is sent to the user.












