Revised: 08/03
Sign In Procedures and Access Problems

These instructions provide procedures for signing in to CalATERS applications and are used to
assist the Help Desk in resolving access and usage problems.

NOTE: Throughout these instructions there are references to other sets of instructions (e.g.,
Update Your Profile). To access these instructions, go to the CalATERS web site, click
Travel Advance & Expense Reimbursement, then select a role (e.g., Employee, Preparer,
Submitter, Approver, Accounting or Help Desk). Then select specific instructions.
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Sign In to CalATERS

CalATERS-General Sign In

The CalATERS-General sign in is used by Employees, Approvers and Accounting staff to

create, review and approve Expense Reimbursement and Travel Advance forms.

Click the

CalATERS

| button from the CalATERS web site.

At the Sign In screen, in the User ID field, key your User ID. Key password in the Password

field.

Sigr IR

Click the|

B_cotarers _

I button. Your Work Queue will display.

m CalATERS Hi=] E3

Your User ID

Sign In Procedures and Access Problems

sicn in L=zer 10| e &
= Iteot] Your Password
F'asswu:-rd:i xnann 4—;—_
| Sign In < Click Sign In
new user ? Meve Uzet Registration !
trouble siogning in? Help is here
Exit
[ ol Oiffline
Continued on next page.
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. Sign In to CalATERS

Logon As

This feature will allow Help Desk Staff and other authorized users to sign in to CalATERS to
view other user’'s Work Queues and forms, and, based on the type of privilege assigned,
update other employee’s Profile information. Access to this function requires the “Logon As”
privilege, which is requested by your department and set up by the State Controller's Office,
Central System Administrator.

CalATERS

Click the | button from the CalATERS web site.

At the Sign In screen, in the User ID field, key your User ID, press the space bar, then key
the User ID of the person whose Work Queue (or Profile) you want to view. Key your
password in the Password field.

Click the Signin I button. The Work Queue for the other user will
display.
E CalATERS Your i Employee’s
- CalATERS User ID User ID
sign in User D:fgacti38empizza 4 YOur Password

Pasaword: | == & l
Sign I 4_1_ Click Sign In

new user 7 Mew Lser Redistration !

trouble signing in? Help is here
; Exit

[ Wk Offline

Continued on next page.

Sign In Procedures and Access Problems 4 help_signin_access.doc Rev. 08/20/03-



. Sign In to CalATERS
Logon As (continued)

When you logon as an employee, approver or accounting staff, you will be accessing that
user’'s Work Queue.

Function Availability: Some functions will not be available using Logon As.

1 4 W
As a security measure, the' M&% | [Frep and 'sub icons are not available using Logon As,
because this function is intended to be used to view, and simulate user functions, with draft
and in-process forms, not to create new forms.

The Open, Print, Status and Proflle |cons are available

&1 Eileen L McDonald o ] |
File Edit Wiew Sort Help
= & S 4_ Available icons. T

Open  Print  Status  Profile ; Help

e e e e e e e R _.........I‘Jif?.'?_. i

Eileen L McConald
Submitted Eileen L McDonald =
TA, (Submrt For Darlene L Bailey) Dizapproved Eileen L McDaonald Expense Relmbursd
TA UCM Coding Disapproved Eileen L McDorald Expenze Rambursg

U Crested (O |EC]
nsrzamz ]

osn =02 :
osHsmz Bt

2

The Cancel Form, Delete Form, and Form Archive Retrieval options which are accessed
from the Edit menu, are not available using Logon As. The employee or submitter will need
to perform these functions themselves.

Cancel Farm,s

Dielete Fotr. Cancel, Delete
and Form
Archive Retrieval

are unavailable.

Farm Status, ..

1 IRe-Nakify Spprover,

[ Refresh List
[k A r Darlene L Bailey) Expense Re|mbursa
I

|

-- |

o 5 [¢} DiSapproved Eileen L McDonald Expense Re|mburse ,
|

|

|

1

i

Profile, ..,
Dptions... |

Sign In Procedures and Access Problems 5 help_signin_access.doc Rev. 08/20/03-



. Sign In to CalATERS
Logon As (continued)

Profile (“Logon As Read” versus “Logon As Write”):

The Frefilz; jcon will display the employee’s current Profile. If the Finished button is
available, you have the ability to update the employee’s Profile (Logon As Write privilege).
If the Finished button is not available, you can view the Profile, but cannot update it (Logon
As Read privilege). Privileges are requested by your department and assigned by the State
Controller's Office.

Note: When the _ePRE=UBMEFEr | ) 400 is clicked, the Change Password tab that usually
displays, will not display using Logon As.

=1of x|
Wigws Sort Help
= & o ] [z ol =
Open  Print Prafile Help e Rad :]
Y Crested

2 [ Mame | Status | Crvrier Type _‘J
202 i Expensze Feimburs 8

Expensze Reimburse
Profile Information x| £l |

& Expense Reimburse |

= g Expenze Reimburae |

L Create your Profile Information_

=3

[

05/1502 b
=

2|

¥
051502 '

User I [EMPLZ35
(examples: TBear or TobyB or malons)

Type of Reguestor:
Last name:]McDonaId

First name:]EiIeen Ml:i L

Email address:]emcdonald@sco OGO
Business Phone: | 916-444-4444
CB Dezcription: |RO1 RankiFile - AdminFinan/Staff Sves _'J

You are enralied in Direct Deposit:} M :..;j

Finishe Cancel 1 PreparefSubimit For 1 1 | Mext |:{> ‘

Password Not Received After New User Registration:

After New User Registration, CalATERS sends a system assigned password to the e-mail
address in the employee’s Profile. If the e-mail address is incorrect, the employee will not
receive their password and will not be able to sign in to CalATERS.

A Help Desk staff with the “Logon As Write” privilege can sign in as the employee and update
the e-mail address in the employee’s Profile. The employee can then make a “Password
Retrieval Request” to request a new password (see Section IV. Userid/Password/Sign-in
Problems for additional information). Note: Help Desk staff with “Logon As” privilege cannot
change a user’s password from the Profile “Change Password” screen.
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Sign In to CalATERS

Logon As (continued)
Form Status (Checking for Approvals and Payment):

The “==™= putton allows you to check the current status of a form, and also displays
historical status information. This function can be used to verify approval(s) and payment
statuses.

1) Highlight the form.

2) Click the Status button.

3) The Form Status window displays. Use the scroll bar to view additional status
information.

~u

Mew  Open  Print

=1

Skatus

ofile  Help

o [m )

Vie-w:mnwh:;:]

Mame: | Eileen L McDonald

Repor‘t:! TER: Test - Default Profile (no SAC)

Finizshed I

" Grested [0 E1C] | 2) Click here. s 5 S e TEe i = |
05/23/02 B ¥ x Draft Eileen L McDonald Expensze Reimburse
s 302 Bt 0540 Trip to San Diego 05006-05/102 Submitted Eileen L McDonald Evnenze Beinburss
s 302 [ 0540 Trip to Maps 0502002 Submitted Eileen L McDonald . .
osA0mz B 0 4 051002TA 1 Submitter! fieenmcoonaie | 1) Highlight form.
050702 E ! TER Test - SAC Completed Eileen L McOonald AT ISE TRETTIROT =g
050710 = TER Test - Profile (SAC selected first) Completed Eileen L McDonald Expenze Reimburse
0307102 = taultt Prafile (n EC Eileen L McDonaldd Expense Reimbursd
04,2902 bed ¢ i R Expense Reimburse
0472802 = Form Status [TER Test - Defau 11 Expense Reimburse
0426102 [ ] Expenze Reimburse
ndizsm2 s | Expenze Reimburas

Reference # | TEADDODD3254

Status:| Completed

I LTI e | Action Taken Receive Date | Action Date ;I
Final Approver Approved 050702 0507z
*APANYRENT STATLIS**
Sent to Fiscal Completed 05/0702 050702
Funds Secured Completed 05/0702 0508102
ERITA, Extracted to Warr Completed 05/07.02 0508102
ER/TA Sert to Wiarr and EFT Completed 050702 0S0EM02
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3) The Form Status
window displays.

For additional information on Status terms, refer to Definitions on the CalATERS web site.
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. Sign In to CalATERS
Logon As (continued)

Simulate Actions on Forms:

Logon As can be used to simulate the actions that an employee or approver is taking on a
form. The employee or approver may be encountering automated rules (such as Hard
Stops) which they do not know how to resolve, or they may be encountering system
problems, either may result in a Help Desk call.

The Logon As function allows the Help Desk to view forms and to simulate the keystrokes of
the employee or approver, when it is not feasible to go to the user’s desktop to assist them.
ONLY changes made by the user can be saved. Changes that you make to the form using
Logon As will not be saved to the form.

Logged

On As Functions You Can Simulate

Employee Add trips, add and delete expenses, view exception messages, and
add notes...

Approver Reduce expenses, view exception messages, and add notes...

Accounting | Change/Add Accounting information (cannot simulate adding

Staff detailed account codes on the Expense tab), reduce and delete
expenses, view exception messages, add notes, and adjust Travel
Advance Recovery...

Note: For more detailed information on functions specific to each role, see CalATERS Work
Flow and Forms Processing for Help Desk, accessed from the CalATERS web site.

Saving new forms:

A draft form that has not been saved by the employee, needs to be saved before the form
will be viewable on the work queue using the Logon As function. The employee should Save
the form. Then, the Help Desk should click Edit, Refresh List to update the work queue after
the form has been saved. Newly saved forms should display.

Saving Changes to forms:

Forms need to be saved when changes are made (for example, expenses are added or
deleted, or trips are added or removed). The employee or approver should Save the form,
then the Help Desk should Close the form and Open it again. The changes will display once
the form is reopened.
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. Sign In to CalATERS
Logon As (continued)

Simulate Actions on Forms:

Sample Hard Stop Messages
More than one incidental claimed in less than a 24 hour period.

Review Items - Exceptions

ftem must be cleared to successfully complete this farm.
Exception: 1 expensels) of thiz type permitted per 24 hours of trip, 2 reported in 33.50 hours.

Ok I Cancell Policy...l

Lodging without a receipt.

Review Items - Exceplions

ftem must be cleared to successfully complete this form.
Exception: Receipt must be provided for this expense (expense 94.00 on 0523020,

Ok I Cancel Palicy...

If expenses are clicked and dragged on the Expense grid, and a rule is violated, employees
will encounter Hard Stop message at the Review Items screen. At that time, they will not be
able to move forward through the claim until they return to tab 3. Expenses and correct the
expense that is causing the Hard Stop message(s).

B3 Fileen L McDonald [Expense Reimbursement Form: 1200~ Los Angeles 05,.-"23—,2_-3 = |EII5|
File Edit Wiew Help
¥ i

s 2 = =

Back  hext Save fMotez  Info o0 Frint  Help

1. General I 2. TripiExpense Categories I 3 Expenzes 4 Completion l

Receipts Review ftems I Travel Advance Recovery ] Rl e e [ (E] L S e = I ST, ] SR ]

] tem [ Comment | Status _*4

' #4Bb & B1h - LodglngLos .ﬂ\n eles hutel EXpENSE.

Y 6 Incidentals 1 expense(s) Df this type permitted per 24 hours of trip. 2 reported in 33.50 hours Hard Stop

|
#6 Incidentals i 2 permitted per 24 hours of trip. 2 reported in 33,50 hours ar ‘
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Sign In to CalATERS
Logon As (continued)

Simulate Actions on Forms:

Adding a Trip

If the employee is having trouble adding a trip to the claim, the Help Desk can walk the
employee through the steps of adding the trip. Note: Any information the Help Desk “adds”
to the form will not be saved. Other simulations can be done as needed, for instance, adding
expenses and completing expense fields, etc.

Steps:

1) Click the down arrow at the Trip Selection field. Select the type of trip.

2) Fields specific to the type of trip appear at the bottom of the screen. Complete fields and
click Add.

3) The trip will be added to the Applied Trips list.

i Fileen L McDonald [Expense Reimhursement.F__D;ﬁ : 1201 n 1 _l.. G - 10| x|
File Edit Wiew Help
& o [& 3
Back  Mext Motes  Info Frint  Help
1. General 2. TripExpense Categories 1 3 Expenses | 4 Compleion | 3) Tr|p will be added
Selection of Trip or Expenses to Applied Trips.

Select firom the following list

_ Applied Trips A

i e et
05722002 - 05/2302 |

7] Regular Travel

Long Term Assignment

Mon-State Sponsored ConferenceiConvention

Mon-Travel Expenses

|| [Regular Travel
5 onzored Conference:.

nvention

1) Click the down
i arrow. Select the
Please provide the requested infort - type of Trip.

State Sponsored Conference/Convention

Conference Mame:
| e
| Firstasteof Trip: [ /1 5] Start Time: | Trip Mame: o
| Last Date of Trig: | ¢ ¢ E End Time: I State wehicle used?
; Trip Location: Wizs Trip = or = 50 miles from HomeHeadguarters? E
: Trip Purpose: ,_:_! Was & meal provided at the conferenceiconyvention?
i ! ' Licenze WNumkgr:
| Ed
; i

i 2) Fields specific to the
Trip appear. Complete |
| fields and click Add.
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. System Administration

Access to CalATERS System Administration requires the Travel Advance Administration
privilege, which is requested by your department and set up by the State Controller's Office,
Central System Administrator.

This function will allow Accounting Staff, using the “Travel Advance Administration”

privilege, to add, update and clear Travel Advances, which are available for recovery on
Expense Reimbursement forms.

Click the S¥stem Administration] ) . from the CalATERS web site.

At the Sign In screen, key your User ID and password.

. Sign In
Click the| 2 I button.
i CalATERS System Admin | _ O]
CalATERS System Admin -
Key your
sign in User 0| teisa | UserIDand
Passwnrd:l*****ﬂl 4 |_~1 Password.
d Click Sign In.
| Sign In +/
new nser ? Mew Uzer Registration |
trouble siogning in? Help is here
Exit
[ ek Offline

Continued on next page.
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Il System Administration (continued)

The Select Role screen displays. Click the Travel Advance Administration selection.

Select Role i i e x|
S48 8 BBBE, Logon, s wTrLE -] Click on Travel Advance
£ R ey . e . \
- ALLAEEEE Travel Advance Administration |I :‘ Administration selection.
L'I'LQ'E'LJEBEEI wafk- F'E"Ell ------------------------- nugls o
st
Ok Cancel

Click the e 1 button.

The Travel Advance Recovery tab will display.

+CalATERS Train - https:/fcalatersapp_sco.ca.gov

&y System Administration B

Travel Advance Recovery |

i I EEHEYE I Efxjefz)i= I =1z Cancel I

: Travel Advance Form Opiions

Continued on next page
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. Report Administration

Access to CalATERS reports requires a privilege which is requested by your department and
set up by the State Controller's Office, Central System Administrator.

This feature allows CalATERS reports to be viewed, printed and/or downloaded.

Click the .eperting System 7 ) \tton from the CalATERS web site.

At the Sign In screen, in the Name field, key your first initial and last name (or the assigned
user id if different). Key your password in the Password field.

Click the & button.

3 +p207 - Login - Microsoft Internat Explorer
| Ele Edi Vew Go Favaries Help

E. 2.0 B 4 @ @ 3 ¥

Back: Fomwed _:'Shiﬁu Refrash Search  Favoites  History  Channels:

B 5 o

Fullscreen  Mail Print Edit

J Address |@ https://calatersapp.sco.ca govdlivedacweb/sp 207/ j |J Links

CalATERS - Expense Reporting System

sp207 Wednesday, July 25,
Login Key first initial and last name.

Mame: ejohnson

Pazsword: I*"‘““"““‘"‘*"“i
Click Log On button.

< Key password.

Continued on next page.
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V. User ID/Password/Sign In Problems

This section addresses how to resolve user id and password problems that users encounter
when they fail in attempts to sign in to CalATERS General and System Administration
applications.

Problems with Reports Administration user ids and passwords must be resolved by the
State Controller's Office, Central Help Desk.

E1 CalATERS M [=] E3

B cuiarErs

Keyed wrong user id
sign in User L] ‘———-/ or password?
Password: &
| Sign In I
“Unknown user” message?
Have you registered?
new user ? Mew Liser Registration | T
| Help is here
trouble signing in? Help is Ilere4/ allows users to
Exit assign themselves
. a new password.
™ work Offline

User ID Error Messages

“Invalid User!” error message:

Sign in Error

Q Invalid user

This error message is received when an invalid User ID is keyed in the User ID field. This
message also displays, when the user has not registered. Verify that the user has performed
New User Registration. If they have, verify their User ID and attempt to have them sign in
again. If the sign in attempt fails, check with your CalATERS System Administrator to verify
the User ID is valid.

“You are not authorized to run the Administration dialog” error message:
Securily

Q You are not authorized to run the Administration dialog.

The user is attempting to sign in to the CalATERS System Administration application and
does not have the privileges to do so.
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V. User ID/Password/Sign In Problems (continued)

Invalid Password Error Messages

“Invalid password!“ error message:
Sign in Error _ x|

Q Invalid pasewordl

“Unable to logon, exceeded maximum attempts!” error message:

Signinfrror ES|

Q Unable to logon, exceeded maximum attermptsl

When a user fails in attempts to sign in to CalATERS because an invalid password was
supplied more than five times, they should use the Help is here function to request a new
password be sent to the email address specified in their Profile.

Using Help is Here

Click “Help is here” from the CalATERS sign in screen.

At the Sign In Problems screen, click Password Retrieval Request.

Sign In Problems

|A1‘e-. Yol a hew user? |

Td gain access to this application, go to the Sign I_h sCreen
and click an the Mew User Registration button, Redistration
= 'a-fa!stan'd BASY QrOCEES.

Click Password

[fyau do not remember your passward, or yur pas; ==l LA R )
is fiot workifiy for SOMme Feason, We can sente Retrieval request.
passwiord 1o your e-mail account,

Click on Password Retrieval Request:

[Forgot your password?

=

[Forgot your user id? |

[fyou do not rermember your User jdentification, we can
send your LlserlD toyoure-mail account.

The User ID

it D”W‘”# Retrieval Request

should not be used
at this time.

IMPORTANT: When making a Password Retrieval Request, the current password will
become invalid and the system will assign a new password. The new
password can be changed; see instructions in section V. Change A
Password.
Continued on next page.
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User ID/Password/Sign In Problems (continued)

Using Help is Here (continued)

The Password Retrieval Request box appears. Key your last name and click the

L button

Password Retrieval Request 3 x|

Enter wour last natne, then click 'Look U batton.

Last name:| smitH] Look U I

i | Cancel |

The Select Person screen appears.
Select Person o x|

Ak,

s ——
Smithzon, Natalie =
Smithsaon, Ronald = mottnr@sco.ca.goy

Ik I Cancel

Click on your name and click
sent to the specified email address.

1 ciick L again. The new password will be

Password Not Received After New User Registration

If a user does not receive a password after new user registration, and making a Password
Retrieval Request does not send a new password to the user, the email address specified
in the user’s Profile is incorrect.

A Help Desk staff with “Logon As Write” authorization will need to sign in and correct the
user’'s email address in the Profile. Once the email address is corrected, the user should
make a Password Retrieval Request. The new password will be emailed to the user. See
section I. Sign In to CalATERS, Logon As.
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User ID/Password/Sign In Problems (continued)

Password Expired

CalATERS passwords expire after 45 days. You will receive the “Your password has
expired” message when attempting to sign in to CalATERS:

Your password has expired.

\3} Da you want to change it now?

Ma I

Click e8] to go to the Change Password screen.

If you click _t | you will exit the CalATERS application.

At the Change Password screen, key your current password, your new password and then

Submit Password Change Request I button

re-enter your new password. Click the

Change Password

Change your sign in passwaord.

b=

Current password:||

Key new password.

haximum of 14 alphanumeric charact I

< Re-enter new password.

| Key current password.
I
<+

ey passvward:|

Re-erter passwnrd:i

Submit Pazsword Change Bequest l

After the password change is submitted. Get a Sign In screen by doing one of the following:

|+
On Internet Explore - refresh the screen (click on the ‘R&fiesh icon or from the
Menu Bar click on View then click Refresh.

On Netscape - reload the screen (click on the ‘Relaad icon or from the Menu
Bar click on View then click Reload.

Continued on next page.
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User ID/Password/Sign In Problems (continued)

To get a Sign In screen, click on the Refresh or Reload icon.

Click here

a Expense Report Solutions - Microsoft Interns

J File Edit Wiew Favortes Tools Help
> -9 Y m @9 G I ) o
Search  Favorites  Hiskory Mail Prink
]

s
Back. Farward Stop Refresh | Home

|-°'dE|I’BSS @ https: icalatersapp.sco.ca.govskrain/calaters. himl

Welcome to the CalATERS Application.

The application is now being downloaded over the netwark. This may take several minutes depending upon your nebwork

pense Report Solutio Click here
File Edit View Go Communicator”Help
| 2 e | ¥R . m = A B &
Back Eorward ! | Reload Home. Search  Metscape Frint Securiy Shop Slop
| 7 what's

e fﬁ!'Bnokmqus: 4&. LDcatiDn:|https:.-’.f'calatersapp.sco.c:a.gov.-’train.-’calaters.html

Free A0L & Unl ﬁ-lh&tant_Me&&aga wiebhail Calerdar Radio People , Tellow Pages Download Custal

Welcome to the CalATERS Application.

The application is now being downloaded over the natwark. This may take several minutes depending upon your network connec

Continued on next page.
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Change a Password

CalATERS General Sign In

For instructions on signing in to CalATERS, see section I. Sign In to CalATERS.

For instructions on changing passwords, refer to Update Your Profile or Change Your
Password accessed from the CalATERS web site.

Employees, Approvers, Accounting Staff, etc. have the capability to change their own
passwords while in the CalATERS application. The Help Desk does not have access to
other user’s passwords.

To change a password, click 'Frafie; from the Work Queue. (Note: Edit, Options from the
menu bar also allows you to change a password.)

& Eileen McDonald
File Edit ‘iew Sort Help

Mew Open  Print it Profﬂwelp Wigng | Al

Click Profile button.

TCrested [OE|[C] i Status | Civret:

L DaminT “Draft  Eileen McDonald TH
032403 B ¢ Map = e W McDonald T
03003 B !.:-';:':SRDLH _Z'Sj En M MoDonald T
02memns A8 Can =r M McDonald T
o2mdms B test g =n M McDonald TI
12mam2 B4 20 o =n 14 McDonsld T)
1113m2 b4 QHN [Elu;ulilg_y_]_i‘u Ination | BnN hcDansld Ti
1Mamz B4 Ean i =n 14 cConsld T)
114302 B4 114 User ID: [ EnPL240 L 1 McDonald TI
11mamz =4 115G Blie M Micholson 1
110602 B4 1M1 ; = 1 McDonsid TI
oamemz B4 3ns bt Requamr'l “ripoyes ZI SlieTR M Micholzo
034mz B 4 E11E Last name:| MoDonald Slie: M Nicholzon 1
03M4m2 B § Eiang First name:| Eileen MI:I SlieTR M Michalso

Email address:| EMcdorbid@sco ca gov
Buzinezz Phone:| 01 E-444-4444

CB Description: [R01 RankFile - sdminFinansstatt | Click Prepare/Submit For
“ouate entolled in Direct Depos'rt':l It 3 button

Finished Cancel | PreparesSubmit Forl | | hext E{)I

Click the | Prepsresssbmitor | p i

Continued on next page.
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V. Change a Password (continued)

CalATERS General Sign In (continued)

At the Options screen, click the Change Password tab.

Options

[ﬁ% \Options || Finished |
Prepare for ] Submit for  Change password :
Click on Change
Change your sign in password, Password tab.

/ Key current password.
<+

Key new password.

Currert passward ||

ey passvord:

Meaccimuim of 14 alphanumeric characts

& Re-enter new password.

Re-enter passward: |

Submit Password Change Request I

Key the current password, the new password and re-enter the new password.

. Submit Password Change Bequest
Click the e

No email is sent to the employee.

button. The password is changed.

Click MI to exit the Options screen.

Click MI again to exit the Profile.

Continued on next page.
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V. Change a Password (continued)

Reports Administration Sign In

For instructions on signing in to Reports Administration, see section lll. Reports
Administration.

To change a CalATERS Reports password, at the Reports screen, click the My Profile tab.

ternet Explorer

| Fle Edi View Go Favaies Help Ea

-390 3 48 @9 9H B 5 o
Back Fanward Stop Refresh  Home Search  Fawvortes  History  Channelz | Fullscreen P il Prirt Edit

Jo.’-\.ddmss l@ httpz: //calatersapp. zoo.ca.gov/live/acweb /sp207 4 j |JLLnks-

alATERS - Expense Reporting System

sp207 Wednesday, July 75, 2001
. [ rm_u,- H_nj_adlirut-§ ) nguesi; L My Profile

@) my documents . | @@ help

Reports

My Profile
tab.

The Change Password screen displays. Key your existing password, new password and

Channa Pasewanrn

re-enter your new password. Click the button.

3 Actuate User Preferences - osoft Internet Explorer

e e o

J Back:  Fuwse | Stop  Refresh Hma‘ Search Favnitss  Histow  Charmele ‘ Fulscresn  Mal  Pint

J e’-dd!hﬂl@:] hittps: Ja’calatersapp:sco:ca.gow’livex’acweba"s_p2ﬂ?.a"_req_uestu serPreterences

Change Password button. nse Rep ortin g Sy stem

sp207 Wednesday, July 25

Documents | My Headlines | Reguests |

Actuate User Preferences

Change Password Key existing password.

Existing password:

Mew password: [ 4— Key new password.

Confirm new password; | |

Re-enter new password.
Report Viewing Preference J
E TR e TRAL STITRAL Y

Continued on next page.
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V. Change a Password (continued)

Reports Administration Sign In (continued)

The Status screen displays stating that the password change was successful.
Click the w button to exit CalATERS Reports or the Ba2&k putton to go
back to the Reports screen.

=% sp2?07 zco.ca.gov - Success - Microsoft Intemnet Explorer

| He Edt Ve Go Faorss Heb

fw2 -9 2 A8 m 3 ®[F B 3
Back gio Stop Refresh  Home | Search  Favoites  Histow  Charnels | Fullscreen  Mail Frint Edit

Jﬂ\ddn?ss |@ https: #/calater 500, 8. go)

CalATERS - E

Click Logout to exit or | tinks
Back to go return to
the Reports screen.

Wednesday, July 25

(7]

The fallowing comrmand completed successfully;
changePassword
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