


IACS User Guide Attachment B

CONTENTS

B 1.0 CBO/CSR Access Request Fields.......ccccccccoviiiimmmmimesccnniiiiinrnsscsssss s snnnnnas 1
= I I O = 1@ 7 @25 ] e U Y= SRR 2

B 1.2  CBO/CSR — APPIOVET ... sassnnsssnsssnssnnssnnssnnssnnsnnnnnnnns 4

B 2.0 Modify Account Profile ... 7
B 2.1 Modify CBO/CSR Profile: .......coiiiiiieieee e 12
B21.1 Add Call Centers .......cooeiiieiiieeeee 13
B21.2 Remove Call Centers ... 13

B 2.1.3  Justification for ACHON...........ooiiiiiiii e 14

(S22 AV (o 12X o] o] [ Tez= 11T o [ 14

B 2.3  Add COMMUNITY ..ottt e e e e e e e e e e e e e e 16

B 2.4 View My ACCESS Profil€.......uuuuuuii e 17

B 2.5 Completing Your Account Profile Modification ...........ccccoeeeieiiiiiiiiiiiiiiiiceeeeeceec e, 19

B 2.6 After Your Account Profile Modification............ccooooioiiiiiiiieiicieccccecceeeeece e, 21

FIGURES

Figure B 1: New User Registration Menu SCreen ...........cccuuiiiiiiiiiiiiiiieeee e 1
Figure B 2: CBO/CSR — User Type DiSplayed..........cccooiiiiiiiiiiiiie e 2
Figure B 3: CBO/CSR — Role Drop-down List ..., 2
Figure B 4: CBO/CSR User — Call Center Drop-down List ..........ccoouiiiiiiiiiiiiiiiiiieieeeee e 3
Figure B 5: CBO/CSR User — Justification for Action Field...........cccoooiiiiiiiiieeee 3
Figure B 6: CBO/CSR — Role Drop-down List ..., 4
Figure B 7: CBO/CSR Approver — Call Center Drop-down List .............ccccooeiii, 5
Figure B 8: CBO/CSR Approver — Justification for Action Field................cccco 5
Figure B 9: CMS Applications Portal WARNING/REMINDER Screen............cccccccoiiiiiiiii. 7
Figure B 10: CMS Applications Portal Introduction Screen ..............c.ccie, 8
Figure B 11: Account Management SCrEEN ............ouiiiiiiiiiiiiiiiiiiee et 9
Figure B 12: LOGin t0 IACS SCIrEEN ......ciiii ittt e e 10
Figure B 13: My Profile Screen — Modify Account Profile Hyperlink ........................... 10
Figure B 14. CBO/CSR: User — Modify Account Profile Screen ...............cccccoeeee 11
Figure B 15: Select Action Drop-down LiSt ...........ceoiiiiiiiiiiieiiieee e 12
Figure B 16: CBO/CSR User — Modify CBO/CSR Profile Screen.................ccccccc. 13
Figure B 17: Modify CBO/CSR Profile — Add Application ..............cccccoe 15
Figure B 18: Select Application Drop-down List............coooeiiiii 15
Figure B 19: Modify CBO/CSR Profile — Add COMMUNItY........cccooiiiiiiiiiiiiiiiiiiiiiieeeeee e 16
Figure B 20: Select Community Drop-down List............ccccooi 17
Figure B 21: View My Access Profile Table 0n SCreen ... 18
Figure B 22: Pending Requests Table 0N SCreen...........cc.evveiiiiiiiiiiiiieecceeeeeeee e 18
Figure B 23: Modify Request Confirmation Screen...............cccccc 19
Figure B 24: Modification Request Acknowledgement Screen...............ccc, 20

Bi February 2009
























IACS User Guide Attachment B

B 2.0 Modify Account Profile

You may need to modify your IACS account profile to add call centers to the list of those to
which you already have access, to delete call centers to which you no longer need access,
or to request a role in another IACS integrated CMS Application or CMS User Community.

The following steps and screens show you how to access your profile account in IACS to
make desired modifications.

Action: Browse to https://applications.cms.hhs.gov on the CMS website.

The CMS Applications Portal WARNING/REMINDER screen will display as illustrated in
Figure B 9.
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Unauthorized Access
Unautharized access to this United States Government Computer System and software is prohibited by Tide 18 United States Code,
Section 1030, fraud and related activity in connection with computers.

Computer Usage

The Standards of Ethical Conduct for the Emplovees of the Executive Branch (5 CFR 2635.704) do not permit the use of government
property, including computers, for other than authorized purposes. In addition, users must adhere to CMS Information Security
Policies, Standards, and Procedures.

Monitoring
Users usage may be monitored, recorded, and audited. The use of the information system establishes their consent to any and all
monitoring and recording of their activities.

Local System Requirements
The Federal Information Security Management Act (FISMa) of 2002 requires that the local system used to access CMS Computer
Systems has up to date operating system patches and is running anti-virus software.

L R

Sensitive Information
Do not file sensitive information {e.q., information concerning an individual) in electronic files in a way that allows unauthorized
persons to access the information.

Retention Of Records

Documents that you create electronically, including electronic mail, may be governed by the Federal Records Act (Title 44 United States
Code 3314) just as hard-copy records can be. Do not destroy electronic records that are subject to the Act except pursuant to an
approved records disposition schedule.

[ Enter ChS Applications Portal ] [ Leave ]

Figure B 9: CMS Applications Portal WARNING/REMINDER Screen

Action: Read the important information on this screen and indicate your agreement by
selecting the Enter CMS Applications Portal button.

If you do not want to proceed any further and you want to exit, select the Leave button.

The CMS Applications Portal Introduction screen will display as illustrated in Figure B 10.
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Figure B 10: CMS Applications Portal Introduction Screen

Action: Select the Account Management hyperlink in the menu bar toward the top of the
screen.

The Account Management screen will display as illustrated in Figure B 11.

Hyperlinks on this screen will allow users to access IACS registration, login functions, the
Forgot Your User ID? functionality, and the IACS Community Administration Interface.

The bottom portion of the screen provides Help Resources with Help Desk contact
information and email hyperlinks.
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