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Overview

NIS User Authorization (Master List):

Authorized Agents have access to view user security on NIS through a JDE
application. This access will allow the Agent to view a user’s ID, Matrix Coding, and
Business Unit access on-line. The Master Lists that were previously documented by
Authorized Agents will no longer need to be maintained. This access will allow
Agents to view a user’s current access to NIS, export data from the application, and
copy and paste from the application into the NIS User Authorization Spreadsheet to
submit any needed changes.

Batch Management:

Authorized Agents have access to view Batch Management set-up in NIS for
individual users and to run reports that will identify all Batch Management
relationships for their agency.

Within NIS, batches are groups of documents such as journal entries or accounts
payable vouchers. A user enters documents using an online application. All
batches entered through the G/L, A/P, PT and A/R function are automatically set to
PENDING status for further review.

Batch Management is using NIS applications and security to set up the online
approval process that enables only authorized approvers and posters to approve or
post a batch that has been entered by someone within the State.

Batch approval requires a specified approver to update a batch from the PENDING
status to APPROVED and another specified User to update from an approved to a
POSTED status.

What Batch Approval does allow:

> Approval is based on User Id's

> Allows a single user to have many approvers

> Allows a user to be set up as preparer, approver and poster

What Batch Approval does not do:
> Does not provide an audit trail of who approved what transaction.

> Does not allow authorization to approve based on organizational structure (i.e.
Business Unit)

NOTE: Batch Management does not validate if a user is authorized to create a
transaction to a specific Business Unit, that is the role of row security on the Business
Unit field.

Authorized Agents
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Integrity Report — Address Book = X

Authorized Agents also have access to the Integrity Report where Address Book
Search Type = X. This report will provide information to the Authorized Agent on
employees who have terminated and still have a NIS User ID. It is important that
these ID’s be terminated as a person who has left state employment and who still
has an active ID can access the NIS system from any computer. The Authorized
Agent should submit a NIS User Authorization Spreadsheet to request the User ID be
terminated. The spreadsheet is submitted to NIS Security who deletes the User ID
and this action removes the user’s access from NIS.

The Integrity Report, Address Book = X, does NOT identify User ID’s for University
employees, some NETV User ID’s, contractors, or volunteers who have ended their
service with the State.
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Menu for Authorized Agents

The Authorized Agent menu is shown under the State of Nebraska menu, and listed
as the second menu item. Please follow the menu path as shown in the screen shots
below. Click on Authorized Agents:

/3 1.0. Edwards OneWorld HTML Applications - Microsoft Internet Explorer E =181

File Edit ‘Wiew Favorites Tools  Help ﬁ

GBack = - @ fat | Qsearch [GlFavorites  Gfmedia £4 ‘ B S -
Address Iﬁj hktps: f s, nis.ne.govfjde/serviet foom. jdedwards. runtime ., virkual LoginServlet j @Gn
Lirks @Cusmmize Links @Free Hatraail @W\ndnws Media @Windnws EJJ.D. Edwards

— J.D. Edwards OneWorld HTML Applications =

JDEDWARDS Lagaut

User Options Submit Jok Wigwne Job Status Wiork With ftem Manager

OneWorld Menus

Sinterim Hebraska Menu-Financial Go Live
(27 &ddress Book
(£ Authorized Sgents

(£ Genersl Accounting - Aoencies

(27 General Accourting - State Accounting
(771 Budget Menu - Agencies

3 Budget Menu - 045 Budnet Office

[E3 Fived Assets

(£ Grarts and Projects

[Z Human Resources and Payroll - Agencies
(77 Human Resources and Payrol - State Acct
(21 Intertace Master Menu

5] Inwentary Statewride

(23 Parking - Building Division

3 Payables

5] Purchasing

[ Recetvables

(23 Technical Administration

]
|&] pore ’_|_|—é_ 4 Internst
iﬁstartl J m @ ) 2 E & |J @NIS Securit...l @Authurized | MicrusUFt E| @W:'ﬂeam F| @NIS onetw... ”@J.D. Edwar... |JDesktUD e (ﬂé@@& 5:03 PM
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Click on Authorized Agents:
a 1.D. Edwards OneWorld HTML Applications - Microsoft Internet Explorer
File Edit View Favorites Tools Help ﬁ
GBack - = - @D fat | Qsearch [ Favorites GfMedia % ‘ -5 E |
Address I@ hittps: [ e, nis.ne.gov/jde/servietjcom, jdedwards. runtime. virtual LoginSerlet j @Go
Links @Custumize Links: @Free Hatrnail @Winduws Media @Winduws @J.D. Edwards

— J.D. Edwards OneWorld HTML Applications =
JIDEDWARDS Logout
Uzet Options Subrmit Jak Wiewy Job Status Whinrk With ftem Wanader

Onewworld Menus = Authorized Agents

anulhorized Agents

(£ Auvthorized Agents <—

|Ej Done

dstart| | 1] (=] @ B VE &

=
l_ l_ E |4 Internet

|| @nissec... | Wjauthore,..| [lmcosof. .| Bywirea... | & one...|[£]20. Ed... || Doskon » (G BB sasem
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‘3 1.0. Edwards OneWorld HTML Applications - Microsoft Internet Explorer : =17l
File Edit View Favorites Tools Help ﬁ
GBack - = - D fat | Qzearch [iFavorites GfMedia £4 ‘ - S - =
Address IEJ hittps: [, nis. ne. gov/ide/servietjcom, jdedwards. runtime. virtual LaginServlet j @Go
Lirks @Customize Links @Free Hatrnail @Windows Media @Windnws @J.D. Edwards

— J.D. Edwards OneWorld HTML Applications =
IDEDWARDS Lonout
User Options Submit Job igw Job Status ‘Work \With em Manacer
Oneiorld henus = Authorized Agents
Sauthorized Agents
CIMIS User Authorization &
™1 Batch Management #
Biatch Managemert Report - Approvers ¥
Biatch Management Report - Preparers &
Address Book = X ¥
[l
[&] pone [ |& |4 mternet
i@l start |] T = @ B VE @ |J @nissec.., | Bauthoriz... | [Emicrosar. .| @) wiTea. . | Es one..|[E71.0. Fd... HDesktop > s sasem
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NIS User Authorization (Master List)

This menu item will allow Authorized Agents to view ONE user’s access to NIS or to
view the access for all user’s in their agency. The Agent can copy and paste from
the application or you can export into an Excel spreadsheet.

Click on menu item NIS User Authorization and the screen below appears. This

screen is formatted in the same manner as your NIS User Authorization
Spreadsheet.

ZJNIS User Authorization - User Master - Microsoft Internet Explorer =] x|
File Edit Wiew Favorites Tools Help ﬁ
Back ~ = - (D 7t | @search  [GFavortes EfMedia £4 | B & =1
Address I@ https:jjwww.nls‘ne‘gﬂv,i]de,iservlet)’mm.]dedwards.runtlme‘vlrtual.\u'(Servlat?IaunEhActlnn=launchFnrm&raturnuRL=jservlat;’cnm.]dedwards.runtlme‘vlrtual.Lng\nServIEt&menuSysCmﬂ @GD
Links @Custormze Links @Free Hotrnail @W\ndows IMedia @Wlndows @J.D‘ Edwards

= NIS User Authorization - User Master =
JDEDWARDS E]
OK  Find Delete Cancel Tools
SR
Records 1-1 Customize Grid | Formatd @]
[ {0 [0 | [ | U U PN ANy Uy
= Effective Action | Agency ... . Alpha Address User
Date | Type | Number DRSO Name Number D AP AR GL HR | FA (GR|SM | PR PT BD | N
s @ | ] | | e
4| [ »
|
[&] pone R

S| AW @ PE S || @ |G| @ | O] Ba | Fr | ©w| Qv Pa | Elo (BN | oebion 7 [ B BBsE ssem
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You can query on any field in the application. In the QBE line, enter your agency
number above the column titled “Agency Number” as a three digit number, and click
on Find. Hit the down arrow to view other user’s in your agency.

ZJ NIS User Authorization - User Master - Microsoft Internet Explorer =& x|
File Edit W“iew Favorites Tools Help ﬁ
B = | fat | Q) 5earch [EfFavortes EMedia ¢4 | -G =

Address I@:l https:,i,iwww.nis‘ne‘guv,i]de,iservletp’cum.jdedwards.runtime‘virtual.VCServlst?Iaun:hActiun=launchFDrm&rstumURL#servlsUcDm.jdedwards.runtime‘Virtual.LDg\nServIEt&menuSySCu(j QGD
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards

—_— NIS User Authorization - User Master |
JDEDWARDS [

Ok Find Delete Cancel Tools

M@

Records 1- 10 Custormnize Grid [Fomatd -] [0
o = T I T T YL AV N T
@ Effective Action = Agency Division Alpha Address User

Date Type | Number Name Humber D AP | AR GL HR  FA GR SM | PR PT |BD I
C] ml (i34} o04 AKSAMIT TODD A 112272 TAKSAMI 10 |00 oo |40 |00 |00 |00 |10 oo (oo |00
C] 'l 065 77 ALLEM, BRAEGAMN 985385 BALLEMNOO3 oo | oo oo |52 |00 |00 |00 |00 20 |00 |00
C] [ 065 004 ALLEM, GEQOFFREY 114410| GALLEN 20 |38 30 |00 |20 |00 |00 |Z0 30 |10 |00
E] r il:3:} oog ANDERSON, STACI 122644 5GILLOOY o0 |00 |00 |52 |00 |00 |OO |00 |20 |00 |00
E] m 01/06/2004| C (i34} o0s ANGEL, JUDITH LYNMN 123687 | JANGEL oo oo oo |00 |00 |00 |00 |00 51 |00 |00
C] ml 065 o0z ARCHULETA, Al 100087 | AARCHUL a0 | &0 50 |62 |50 |&0 |00 |50 oo |51 (00
C] [ 12M8/2003| C 065 oos BARMES, PATRICK 121985 PBARMES oo oo oo |00 |00 |00 |00 |00 30 |00 |00
C] o 065 ooa BARROMN, JOHN A 125976| JBARRON oo oo oo |00 |00 |00 |00 |00 20 |00 |00
E] r il:1:} 004 BAXTER, KEMMETH E 124019 KBAXTER 20 |00 {10 |40 (10 |00 |OO |20 |30 (10 |00
C] ml 10M7i2003 (i34} oog BEEK, TERRY 107201 THEEK 20 |10 30 |25 |20 |00 |00 |00 30 |00 (o0
4| [ »

=
|@ Dane ,_,_E & Internst

il start

AR PEe ||@|awEn. | @ |@r. |

.. @A..l e |[En HDesktnp > | > B S 34zPM
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You can then query the user’s in your agency that have access to AP20 by entering
20 above the column titled “AP” and clicking on Find.

3 NIS User Authorization - User Master - Microsoft Internet Explorer

=181
Help

$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|

Address I@'I https:,i,iwww.nls‘ne‘gov,i]de,iservletp’com.]dedwards.runtlme‘vlrtual.\u'CServlet?IaunchActlon:launchFDrm%returnuRL:,iservletp’cum.]dedwards.runtlme‘vlrtual.Log\nServIet&menuSysCo(ﬂ @GD
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @J.D‘ Edwards

File Edit View Favorites Tools

—_ NIS User Authorization - User Master —

JDEDWARDS @

OK  Find Delete Cancel Tools

= [x]
Records 1- 10[v]

Customize Grid | Fomatd = @

o - I
Effective Action | Agency Division Alpha Address User

Date Type | Mumber Naime Number D AP | AR GL HR | FA |GR|SM | PR PT |BD W
E] ol 065 004 ALLEM, GEOFFREY 114410| GALLEN 20 |36 |30 |00 |20 |00 |00 |20 |30 (10 |00
C] ml (i34} o04 BAXTER, KENMNETH E 124018| KBAXTER 20 |00 10 |40 |10 |00 |00 |20 30 (10 |00
C] ml 101772003 065 oog BEEK, TERRY 107201 TBEEK 20 |10 30 |25 |20 |00 |00 |00 30 |00 |00
C] [ 065 BLOCK, DIXIE G 107670 DBLOCK 20 |38 30 |25 |20 |00 |00 |00 30 |00 |00
D o 065 oo4 BOEVE, LOUIE RAY 120402| LBOEVE 20 |00 10 |40 |10 |00 |00 |20 30 |10 (0o
E] ' (i34} oog BROLLIAR, GAIL AMN 112534| GBROLLI 20 |10 30 |81 |20 |00 |00 |00 30 |00 (o0
C] ml 065 o0z CARLSON, PAUL R 109924| PCARLSO2 20 |36 30 |00 |20 |00 |00 |00 oo |30 (00
C] 'l 01M1232004| C 065 oo7 CHRISTENSEN, JAMICE K] 113715 JCHRISTOO3 20 |36 200 |00 |30 |00 |00 |00 30 |00 |00
C] o 065 COLLINS-WIMES, SHERR|| 124928 SCOLLINODT 20 |10 30 |25 |00 |00 |00 |00 30 |00 |00
E] ol 01132004| C 065 006 COMMELL, ZALE 111967 ZCOMMEL 20 |36 |20 |00 |00 |00 |00 (OO |00 (0O |00
4 [ »

-
@ B T
hstart ||| (] = & > VE & H L | By @ o] Ea | BRG] e @A..I ®a., || & HDesktuu > @ s maarm

As stated earlier, you can query on any column, including Financial and Security
Business Unit access. The application is very versatile.
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Batch Management View

The Batch Management menu items will allow Authorized Agents to review the
relationships for one User ID online, or to run reports that will return all relationships
entered into Batch Management for their agency. The Authorized Agent can quickly
determine if a current relationship is accurate and allow them to perform a complete
review for their agency. This access does NOT allow an Authorized Agent to perform
any changes in the Batch Management application or table.

To View Batch Management Set up for a user:

The Batch Management (P00241) menu item will allow Authorized Agents to review
the relationships for individual User ID’s as they exist on NIS. To perform this
function, under the Authorized Agents menu, click on Batch Management and the
following screen appears:

3 Batch Management - Batch Approval / Post Security Constants - Microsoft Internet Explorer = ﬂ
File Edit “iew Favorites Tools Help ﬁ
$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@:l https:,i,iwww.nls‘ne‘gov,i]de,iservletp’com.]dedwards.runtlme‘vlrtual.\u'CServlet?IaunchActlon:launchFDrm%returnuRL:,iservletp’cum.]dedwards.runtlme‘vlrtual.Log\nServIet&menuSysCo(ﬂ ﬁGD
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @_"J.D‘ Edwards

—_ Batch Management - Batch Approval | Post Security (—
JDEDWARDS @@
OK  Cancel Form Tools
x &

¥ i Batch Security
¥ AP Batch Security
¥ &R Batch Security
¥ Batch Review Security
-]
|&] pone lililg & Internet
Hstart ||| 1 = @ B VE @ || @n| Byw] @] ©a. | Bls | 6. Eu. | 5. | B [[EE- ||oeskion > [ BB se wnzm
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When you click on Form, you will have the following choices: Approved by Users and
Secured Users. (Secured Users = Preparers)

/3 Batch Management - Batch Approval / Post Security Constants - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@ https:,i,iwww.nls‘ne‘gov,i]de,iservletp’com.]dedwards.runtlme‘vlrtual.\u'CServlet?IaunchActlon:launchFDrm%returnuRL:,iservletp’cum.]dedwards.runtlme‘vlrtual.Log\nServIet&menuSysCo(ﬂ @GD

Links @Custumizebnks @FreeHutmail @W\nduwsMedia @Winduws @J.D‘Edwards

— -

Batch Management - Batch Approval | Post Security (—
JDEDWARDS

@@k
OK  Cancel Form Tools
x| &

Approved by Users
W Secured Users
Batch Security Rpt

[V AP HaTch Secornity

¥ &R Batch Security

¥ Batch Review Security

|
|&] pone lililg & Internet
Astart| | A D@ B VE e || @] Bw| B | S Be | @ Qo O | s [E8. ||paskeon 2 [E: B BB sE wantpm

To get the correct results to look up a user in Batch Management, the Authorized
Agent must have the correct User ID. You do not need to know if they are a preparer
or an approver, but if you know what their function is, it will save you some steps.
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To review the relationship for a user who is an approver, click on Approved by Users

and the following screen appears:

3 Batch Management - Work With Approved by Users - Microsoft Internet Explorer

=181
File Edit “iew Favorites Tools Help ﬁ
$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@ https: v, nis. ne. govidejservietfcom. jdedwards. runtime  virtual WCServlet j @Gn
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @J.D‘ Edwards

—

JDEDWARDS

Batch Management - Work With Approved by Users —

@@k
Select Find Add Delele Close Form FRow Tools
x5
No records Customize
fetched. Grid @
|
Approved By
User
-]
|@ Done

Jstart

YT

| = & Ve@ || @n|Bw.] &) o] e | .| Eu.] s | @ |[Ee- || peskion | B @I B se  anmm
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Enter the User ID in the blank field. This field is case sensitive, so you must use
capital letters.

Click on Find and the User ID you just entered will appear below the heading
Approved By User:

-aBatch Management - Work With Approved by Users - Microsoft Internet Explorer |8 ZI
File Edit Wiew Favorites Tools Help ﬁ
Back ~ = - (D 7t | @search  [GFavortes EfMedia £4 | B & =1
Address [&] hitps:jww.ris.ne. govjjdefservietjcom. dedwards. runtime. virtual v ser et | @
Links @Custormze Links @Free Hotrnail @W\ndows IMedia @Wlndows @J.D‘ Edwards

—_— Batch Management - Work With Approved by Users =
JDEDWARDS E]
Select Find  Add Delete Close Form Row Tools
EHxE
Records 1-  Customize
1 Grid =)
|LroESLE
Approved By
User
[~ | LROESLE
[&] R

dstart|| 1] ) @ 2 VE @ || @] By | @0 | €00

.| ©e. | Q.| s | B |[E8- ||oeskeon » [ bt ae wzem
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Highlight the User ID and click on Select:

-aBatch Management - Work With Approved by Users - Microsoft Internet Explorer |8 ZI
File Edit Wiew Favorites Tools Help ﬁ
Back ~ = - (D 7t | @search  [GFavortes EfMedia £4 | B & =1
Address [&] hitps:jww.ris.ne. govjjdefservietjcom. dedwards. runtime. virtual v ser et | @
Links @Custormze Links @Free Hotrnail @W\ndows IMedia @Wlndows EJJ.D‘ Edwards

—_— Batch Management - Work With Approved by Users =
JDEDWARDS E]
Select Find  Add Delete Close Form Row Tools
& EHxE
Records 1-  Customize
1 Grid =)
|LroESLE
Approved By
User
Iv|| LROESLE
|
|@ javascriptionlick=jdeDTA, posk{14) ,_,_E & Internet

i#Rstart “ o =@ B Va8 “ @ | Byw. | @] €0 Bis.| @6 ©o | s | Ba. €8 “Desktop P @@ e wismm
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A list of other User ID’s will appear below the heading Secured User. These are the
ID’s of User’'s who the approver (the User ID you entered) can approve batches for.
In the example shown below LROESLE can approve batches prepared by
AWILSON, DRAUSCH, GWITZKI, and PCARLSO.

#} Batch Management - Approved by User - Microsoft Internet Explorer ==l x|
File Edit ‘iew Favorites Tools  Help ﬁ
B = | fat | Q) 5earch [EfFavortes EMedia ¢4 | B S5 =t
Address I@:l https:fwwre.nis, ne, govide/servietfcom, jdedwards, runtime, virtual YCServist j ee
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards

—_— Batch Management - Approved by UseriI
JDEDWARDS [

Ok Delete Cancel Tools

ISR
Approved by Users ILROESLE |

Records1-5  Custorize Grid 3]

Secured
User

[ AILEON
[ | DRAUSCH
[~ | GWITZKI
-
-

FCARLSO

Oooodg =

]
B N T —
Hhstae ||| 1f] ] @ B VE @ || @ | Gyw| @] @0 | e | @ | €00 | s | B[R ||oeskeon = [ B batpos wisem

To close this window, click on Cancel and then click on Close and click Cancel. You
are now back at the Authorized Agents menu. To research by a preparer’s ID, you
would follow this same process EXCEPT select Secured Users from the Form button.

If you do not know if a user is a Secured User (preparer) or an Approver, you would
have to enter the ID in both the Approved by User option or the Secured User option
and review the ID’s that appear. If the user is not an approver or is not a preparer, no
ID’s will appear in the list.

This view is only informative if the Authorized Agent knows or has access to all the
ID’s for your agency. If a wrong ID is entered, and a list appears, there is a possibility
you could be looking at ID’s that do not belong to your agency. To identify User ID’s
for your agency, you can run the Batch Management Report or use the Master List.

Authorized Agents
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Batch Management Reports

There are two reports under the Authorized Agents menu to select in order to run
reports that will return all relationships entered into Batch Management for your
agency. Running these reports will enable an Authorized Agent to quickly determine
if a current relationship is accurate and allow a complete review of the Batch
Management setup for their agency.

Both reports must be run to get a clear understanding of the Batch Management set-
up for your agency. The reports are shown below and are titled Batch Management
Report — Approvers and Batch Management Report — Preparers.

3 1.D. Edwards OneWorld HTML Applications - Microsoft Internet Explorer - Iﬁl 5'
File Edit Yiew Favorites Tools Help ﬁ
FBack - = - @ tat | @Search (3] Favarites @Media @ ‘ %v =] - E
Address Iﬁj htkps: v, nis.ne,gov/ide/servliet/com jdedwards, runtime, virtual LoginServiet j @Go
Lirks @Customize Links @Free Hatrmail @Windows Media @Windows @J.D. Edwards

—_ J.D. Edwards OneWorld HTML Applications =
JDEDWARDS Logout
Uzer Options Submit Jok iew Job Status ‘iork With tterm Manager
Oneiorld Menus = Technical Administration = NIS Security = Authorized Agents
anulhorized Agents
T MIS User Authorization #
™ Batch Management #
Biatch Management Report - Approvers #
Biatch Management Report - Preparers #
Address Book = ¥ ¥
[&] Dare ’_ ’_ E | Imernet
Astert| | A @ BVES || @n|Byw.] @] Co| Be| Do | Qv | D5 | Ha.[E.. | [peskiop » [ > @I PsE  amopm
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Select Batch Management Report — Approvers and the following screen appears:

a ¥ersion Prompting - Microsoft Internet Explorer |8 ZI
File Edit Wiew Favorites Tools Help ﬁ
Back ~ = - (D 7t | @search  [GFavortes EfMedia £4 | B & =1
Address I@ https:jjwww.nls‘ne‘gﬂv,i]de,iservlet)’mm.]dedwards.runtlme‘vlrtual.VCServIat?pmmptPO=1B:IaunchAct\ﬂn=prnmptFnrDS&raturnuRL=J‘servlatfcnm.]dedwards.runtlme‘wrtuaI.Lng\nServj @GD
Links @Custormze Links @Free Hotrnail @W\ndows IMedia @Wlndows @J.D‘ Edwards

—_— Yersion Prompting =
JDEDWARDS E]
Cancel Submit Form  Tools
x 315 e
Prompt For
- ?:)ata Selection [~ Data Sequencing
[&] pone R
distart|| 1] ] @ B VE @

“ &y, | @w:\.‘.| E1is | l_:‘;:IJ‘D..‘.l \:‘EZ)Wor.Hl =146 ... | s | et ||@ver... HDesktop GBI 7asamn

You do not have to choose anything on this screen — Data selection has already
been written into the program. Click on Submit.

Authorized Agents
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The screen shot below appears and you are prompted for your three-digit agency
number:

) Processing Options - Microsoft Internet Explorer — = x|
File Edit W“iew Favorites Tools Help ﬁ
GBack + = - (D fat | @ search GdFavorkes fMeda 4 | B S5 =t
Address I@:l https:fvaww,nis, ne, gov/jdejservletfoom, jdedwards. runtime, virtual ¥ Servlet j QGD
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards
o Processing Options |
JDEDWARDS
Ok Cancel
[x]
Agency Number
Agency Mumber |055\
=
|@ Dane ,_,_E & Internst

il start

| o B @ VE @ “ @ov.. | Byw. | Es | Eao | wer | Ess | s | BRaue [[Eero. HDesktnD > | BB misoam

Click OK
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Authorized Agents

Contents
If you want to run the report in PDF format, click on OK and the report will run.
4} Printer Selection - Microsoft Internet Explorer : =18 x]
File Edit “iew Favorites Tools Help ﬁ
$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@] https: v, nis. ne. govidejservietfcom. jdedwards. runtime  virtual WCServlet j @Gn
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @JJ.D‘ Edwards

Printer Selection —
|IDEDWARDS

@
OK  Cancel Tools

[v1 (] 2

Printer Selectiun] [Pt Propety | [Document setup | [aavancen|

Printer Matne [ecPLioNEAORLD s
J Printer Location |HERE
e~
B
—

¥ Printer Model JLaser
5

Number of Copies 1 Range: 1 - 39339

=
@ bore BRE
dhstart||| ] =) @ > VE & i

|| @t | Gywsi... | Epas | 3200 Eower, | Elac.., | @ ns | @lave., |[Eprn.. | |Deskton 7| B Bhnse soam
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Contents
If you want to run the report in CSV (like an excel spreadsheet) select the tab
Document Setup and check the box for CSV, then click OK.
4} Printer Selection - Microsoft Internet Explorer =18 x]
File Edit “iew Favorites Tools Help ﬁ
$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@ https: v, nis. ne. govidejservietfcom. jdedwards. runtime  virtual WCServlet j @Gn
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @J.D‘ Edwards
—_— Printer Selection —
JDEDWARDS @
OK  Cancel Tools
[x]
Printer Selection || Print Property || Document Selup][Advanced]
Qutput Options
+ PDF{Portable Document Formaf) I3 CEY(Gomma Delimited)
™ Printer Definition Language File [~ 08A Interface Narme
I Print Immediate
-]
|&] pone lililg & Internet
start ||| [ = @ B VI & |

[| @v | Gyw.] & | 0] Bac | ®IF . | Eow | S| PRac | BYa. |[EPr.. || Deskton [ B Bhnse swarm

You now need to run the second report, Batch Management — Preparers following
the same steps.

After you click OK to run the report, you will be returned to the screen for the
Authorized Agents menu.
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Contents
To view the reports you have just run, click on View Job Status:
/3 1.0. Edwards OneWorld HTML Applications - Microsoft Internet Explorer =& x|
File Edit W“iew Favorites Tools Help

Back v = - @ ) | @Ssar:h [ Favorites @Media a | %' = J=ij

Address I@:l https: ) fwwre.nis, ne, govfide/servletfcom, jdedwards. runtime, virtual LoginServiet ?returnParami =launchReturndrgrurnParamz=21 j ao
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards
— J.D. Edwards OneWorld HTML Applications —
JDEDWARDS Logout
User Options Submit Job Wiew Job Status Work Wit tem Manager
Oneyord Menus = Technical Administration = MIS Security = Authorized Agents
anulhorized Agents
1S User Authorization &
™ Batch Management &
Batch Management Report - Approvers #
Batch Management Report - Preparers #
Address Book = ¥ ¥
=
|@ Dane ,_,_E & Internst

il start

|l = @ = VE e

“ @ I @WI ENL... I g | @ | AG‘..l &N | Au..‘AuthUrizedAgentManual.‘du:-M\crusuftWUrd#éﬁﬁ 8:03 AM

Authorized Agents
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Click on Find

) work with Servers - Microsoft Internet Explorer — = x|

File Edit W“iew Favorites Tools Help ﬁ
GBack + = - (D fat | @ search GdFavorkes fMeda 4 | B S5 =t

Address I@:l https:,i,iwww.nis‘ne‘guv,i]de,iservletp’cum.jdedwards.runtime‘virtual.VCServlst?Iaun:hActiun=launchFDrm&rstumURL#servlsUcDm.jdedwards.runtime‘Virtual.LDg\nServIEt&fUrmID=W9ﬂ QGD
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards

—_— Work With Servers =|
JDEDWARDS [

Select Find Close Form R

@3 |

No records fetched. Custornize Grid [
Data Server Datahase Data Source Decimal Julian
Source Name Name Type Shift Date

4 | 3

I
|@ Dane ,_,_E & Internst
listart ||| 1] ] @ B VD & “ .. | @w:..‘l S, | & | & | E46...| @ .. | Au..”@w.:... | Desktop | (B B4 0€ mioaam

Authorized Agents
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Highlight NISPRD and choose Select

/3 work with Servers - Microsoft Internet Explorer = x|
File Edit W“ew Favorites Tools Help ﬁ
EBack + = - D it | Q@ search  [GgFavortes EiMedia 4 | B & =
Address I@j https:,i,iwww.nis‘ne‘govi]deiservlet;’com.jdedwards.runtime‘virtual.\-'CServIat?IaunchAction=launchFDrm&ratumURL=,iservIat)’cDm.jdedwards.runtime‘virtual.Log\nServIEt&FormID=W9:j FGD
Links @Custnmize Links @Free Hotrail @W\ndnws Media @Windnws @J.D‘ Edwards

—_ Work With Servers =/
JDEDWARDS @@
Select Find Close Form  Row  Tools

Records 1-6 Custornize Grid  [5)
Data Server Databhase Data Source Decimal Julian
Source Hame Name Tyne Shift Date
I LOCAL LOCAL LOCAL A M R
I~ | NISDEY MISDEY MISDEY - BT333 Server Map | N W
I™ | MISDEY - Logic NISDEYV MISDEY - BT333 Server Map | N W
|v || MISPRD NISPRD MISFRD - B7333 Server Map | Y v
I | MISPRD - Logic MISPRD MISFRD - B7333 Server Map | ¥ A
I~ |WinClient winClient LOCAL A M N
4 | »
|&] Done ,_,_E 0 Internet

i#Rstart |J o = @ B V2@ |J @nda. | Gywar.. | st | @ op e @msu.. | Evico... | Mahe...|[# werk... HDesktDD T3 @IE s

Authorized Agents
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Contents
Highlight the report you wish to review and go to Row, click on View PDF
/) Submitted Job Search - Microsoft Internet Explorer — = x|
File Edit W“iew Favorites Tools Help ﬁ
GBack + = - (D fat | @ search GdFavorkes fMeda 4 | B S5 =t
Address I@:l https:fvaww,nis, ne, gov/jdejservletfoom, jdedwards. runtime, virtual ¥ Servlet j QGD
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards
— Submitted Job Search =]
JDEDWARDS @@
Select Find Delete Close Rowe Tools
——————— Print
Host INISPRI: Wiew PDF
View CSY
UserID ILROES Wi D54
Job Gueue I* View Logs
Terminate
Release
Records 1-3 Hold Customize Grig @
I— I— Wiew iWeb Job I I I I l— l_
o q Time Jobh Date Job Time Jobh 5 Date Last
Queue Sta.. Description| User -Joh Details . ; Aty Enwironment Aty Host Type | Jol
[T |RBATCH |D Done LROESLE | RSASECO04_MIS0001_851070 ) 08:35:11 01421/2004| 08:36:23 | JPD7333 01421/2004| MISPRD UBE |85
¥ QB7333 D Dane LROESLE RS85SECS10A_MNIS0001_951387 09:03:07 01021/2004| 09:06:52  WPD7333 071421/2004| MISPRD LUBE | 85
" oB7333 | P Processing | LROESLE | ROBSECH10A_NISO001_951651 08:31:42 01/21/2004{ 08:31:53 | JPD7333 01421/2004| NISFRD UBE |85
4 | v
=
|@ Dane ,_,_E & Internst

i start “ ] = @ = VD@ “ @umda. | Bwar.. | @t | @ ope.] s u..

You can then save the file to your local drive.

mcro... | @lautho...|[Esubm... || Deskeop > [ B B¥aie saaam
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To view a report that was run in CSV format, highlight the report and go to Row, click
on View CSV.

/) submitted Job Search - Microsoft Internet Explorer =8| x|
File Edit “iew Favorites Tools Help ﬁ
$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@ https: v, nis. ne. govidejservietfcom. jdedwards. runtime  virtual WCServlet j @Gn
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @J.D‘ Edwards

—_ Submitted Job Search —
JDEDWARDS @
Select Find Delete Close Row Tools
- ——— Print
Host |NISPRI: Wiew PDF
Wiew CEV
UserID ILROES Wiew O5A
Job Queue Ia Yiew Logs
Terminate
Release
Records 1-2 Hald Custamize Grid @
I— I— I— Wiew YWeh Joh I I I I l— l_
Ao - Time Job Date Job | Time Joh 0 Date Last
Queue Sta.. Description User Joh Details ~ = Activity Emvironment Activity Host Type | Jol
" |RBATCH (D | Daone LROESLE | REG09314M_NIS0001_980017_| 14:58:40 01/28/2004/14.58:50 | WPDY333 01/28/2004| MISFRD UBE | &
v QB7333 D | Done LROESLE RSISECE10A_MNISO001_G8034F 17:45:08 01/28/2004/17:48:03 | JPD7333 01/28/2004| NISPRD UBE | 38
4| | »
|&] pone lililg & Internet

Jstart

| =@ »Vee || @ |Gw.]em. o] ®a.| ®e. | Cw] Ow. Ba | B |[Es. || veskton 7S BInse serem

Authorized Agents
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If you select View CSV the following screen appears:

2 Submitted Job Search - Microsoft Internet Explorer =] x|

File Edit View Fawvorites Tools  Help ﬁ

EBack + = - (D at | @ search [GFavartes Ehvedia ¢4 | By S =1 5

Address |ﬁ_‘] hittps: ffwown.ris ne. govyideserviet foom. jdedwards. runtime, vietual WCServlat ﬂ @0

Links @Customlzeunks @FreeHotmall @W\ndowsMedla @Wlndows @]J.D‘Edwards

= Submitted Job Search |
JIDEDWARDS 6]

Select Find Delete Close Row Tools

File Download x|
Host INISPRD .
UserID ILROESLE 9 Saome files can harm your computer. |f the file information below
o looks suspicious, or you do not fully tust the sowrce, do not open or
Job Queue I" save this file.

File name; com.[dedwards. jas.ube

LBE File Customize Grid [Fomatd =] 3]

Records 1-2

File type:
:] 11 Frorm: WAL s e oY ,'l | 1 |
o Date Last
Queue Sta.. Description, User ronment Activity Host Type | Jol
T |RBATCH | D | Done LROESLE | R550% 7333 01/28/2004| MISPRD UBE | 98
[ would wou like to open the file or save it ta your computer?
ﬁr QB7333 |0 | Done LROESLE | R595SE 7333 01/29/2004| MISPRD UBE | 981
s
4 Open | Save I Cancel More Info | 2

W slways ask before opering this type of file

=l
[&] Done EE T
Hstan ||| A @ B E @ || @] Bgw] | o Fia | B Qw | G| Pan] e ] E5 [Fle. [pesiop 7 [ BBEeE ssapm

Authorized Agents
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Select Save, and you will be prompted as to the file you want to save it to:

A Submitted Job Search - Microsoft Internet Explorer B =R
File Edit Mew Favorites Tools Help ﬁ
dback ~ = - (D [H & | @ search [GFavartes Ehvedia ¢4 | By S =1 5
Address |&] hetps:fwwine.ris. ne govijdejserviet feom. jdedwards. runtime virtual vCServiet | P
Links éjcustormze Links @Free Hotrnail @W\ndows Media @Wlndows @:]J.D‘ Edwards

= Submitted Job Search =
JDEDWARDS E]
Select Find Delete Close Row Tools
=HE
host Bt |
Userld  JROESLE T 2%
Job Queue I‘ Save in: |§ nizhoesle on ‘nisfile01%home$' [H:] j - & B~
| 14 Security Yalidation 0530
Records1-2 - |1 AL AGENCIES MATRIX smiz] @
| | | | | | om il . |
e
Queue Sta.. Description, User ™ Iby Pictures it Type | Jol
[T |RBATCH |D  Done LROESLE | R55083 [ ermtueus D |uBE |95
7 | |RECWCLER
/| QB7333 D Done LROESLE | RS9SEC = utis b |ueE |98
Al 1 WINDOWS r
cum‘idedwards‘]as.ube
File: name: j Save I
Save as type: I ube Document LI Cancel
i
[&] pone R

Hstare ||| 1] o1 @ 2 VE @ || @i | Byw | v | 0| Fa | 8| Ew | Ew| e B8] €15 |[Fie. |[Deson @ @in e smaem

Save the report to the correct file, and then open the report from the file.
You can then review the current Batch Management Relationships for your agency.

When viewing the report in the column for Secured Users (preparer), you may see a
User ID but no alpha name or address book number appear for that User ID. What
that means is the User’s access to NIS has been terminated, but the ID is still in
Batch Management. Before terminating the User ID from Batch Management, it
should be determined if there are any documents prepared by the User ID. If you
terminate a User ID from Batch Management before all documents prepared by that
ID are approved, the documents will remain in the system, but cannot be approved
by your agency.

If you see a User ID and no alpha name or address book number in the column for
Approvers it means the User’ access to NIS has been terminated, but the ID is still
in Batch Management. You should terminate this ID in Batch Management as soon
as possible.

Authorized Agents
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Report where Address Book = X

This report will return the ID’s of users who are currently identified in the Address
Book as Search Type X, and who still have a current User ID. Search Type X means
they are no longer employees of the State of Nebraska, so it is very important that
these User ID’s are terminated. Authorized Agents are responsible for running this
report as often as needed — some agencies may only have to run it once a month,
while other agencies may need to run this report at least on a weekly basis.

This report is under the Authorized Agents menu and labeled Address Book = X (see

below)

4} 1.0. Edwards OneWorld HTML Applications - Microsoft Internet Explorer — = x|
File Edit W“iew Favorites Tools Help ﬁ
GBack + = - (D fat | @ search GdFavorkes fMeda 4 | B S5 =t
Address I@:l https: v, nis, ne, gov/jdejservletfcom, jdedwards.runtime , virtual LoginServlet freturnParam1 =launchReturnéreturnParam2=91 j QGD
Links 48] Customize Links  4|Free Hotmal @] Windows Media  @&]windows &]1.0. Edwards

- J.D. Edwards OneWorld HTML Applications =
JDEDWARDS Logout
User Options Submit Job Wiew Job Status Work Wit tem Manager

Oneyord Menus = Technical Administration = MIS Security = Authorized Agents
anulhorized Agents

1S User Authorization &

™1 Batch Management »

Batch Management Report - Approvers #

Batch Management Report - Preparers #

Address Book =X ¥

=
|@ ,_,_E & Internst
listart ||| 1] ] @ B VD & “ Eywe| @ | o | Cwe | Bas.. | e, | Ew.. |[E750- E3he.| HDesktnp > i ais0am
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Contents
Click on this report and the following screen appears:
4} Printer Selection - Microsoft Internet Explorer =18 x]
File Edit “iew Favorites Tools Help ﬁ
$=Back v = - ) tat | @i search [GFavortes @iMedia 4 | BN = Nl E|

Address I@'I https:,i,iwww.nls‘ne‘gov,i]de,iservletp’com.]dedwards.runtlme‘vlrtual.\u'CServlet?IaunchActlon:promptForBIlndExecut\on%returnuRL:,iservletp’cDm.]dedwards.runtlme‘vlrtuaI.Log\nServletﬂ @GD
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @J.D‘ Edwards

—_—

- Printer Selection —
JDEDWARDS

@
OK  Cancel Tools

[v1 (] 2

Printer Selectiun] [Pt Propety | [Document setup | [aavancen|

; Printer Marne [ecPLioNEAORLD s
n‘ Printer Location |HERE

S

& Printar Model JLaser

Number of Copies 1 Range: 1 - 39339

|@ Done
Jstart

=
YT

JDESHDD > | B B e Bistam

| =@ & Ve e || Gyw] & | n | Cw, | B)ae. | Ba.[[Epr. 11 | £tk |

Click OK and the report will run in PDF format. If you want to run the report in CSV,
click on Document Setup and choose CSV format. To view the report in CSV, please
follow the same instructions given for Batch Management Reports.

Authorized Agents
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The PDF file will look like this:

nis.ne.goy, servlet/com.jdedwards.jas.ube?SERYER =NISPRD&JDBNUMBER =951070&Y¥IEWTYP - Microsofl -] 5‘
File Edit “iew Favorites Tools Help ﬁ
d=Eack v = v G tat | @i search [GFavortes @iMedia 4 | BN = Nl E|
Address I@] https: v, nis. ne. gov/idejservietfcom. jdedwards. jas, ube PSERVER =MNISPRD&IOEMNUMEER =95 107 D&Y [EWTYPE=PDFEUSERID=17 15877762401 625907 2&File Type=. pdf j @GD
Links @Custumize Links @Free Hotmail @W\nduws Media @Winduws @JJ.D‘ Edwards

BE @ o §BOEE|K 4 | és|[ma- T-6ehkx - DEEE D@

>
=
% ReEOSECT04 STATE OF NEBRASKA ol B:3s19
£ Address Book Type - Xwitha Pag: - 1
5 User 1D
o
"
E UserlD User Class/Group Address Number Search Type Alpha Name Business Uit
3 ABANTAM NEGLISER 118581 X BANTAM, ANTHONY N S2M000000
E CCONNEL NECOUSER 10418, X COMNELL, CINDY K 5250052106
CGOWEN NOSOUSER 114808, x GOWEN, CARRIE 260051308
CRAHN NIEGLISER o528 X RAHN, CAROL M SOS030628
DHEMRYOO1 NECAUSER 108508 X HENRY, DOROTHY 8250052108
OMAGUIR NOCAUSER 1234604 X MAGUIRE, DENA 8280055527
DECHULE NOSOUSER 307430 x SCHULENBERG, DUSTIN D S480106700
DSTEWARODZ NO2s0i2o81 STESZY X STEWART, DONNA 8252000020 ]
EKCCH NECAUSER 1adr X KOCH, EVERETT E 820000000
GLUEDER NOSOUSER 120431 x LUEDERS, GARY D 2000000
GMILLS NIEGLISER MmET X MILLS, GERALD P S25I808020
JCORBIT NECAUSER 111069 X CORBIT, JEFFREY $210000000
JFRANZE NOSOUSER SR 270 x FRANZEN, IAMES S260052307
JGREGG NIEGLSER 118922 X GREGG, JOEY S2M000000
JMCLALG NOCAUSER 118638 X MCLAUGHLIN, JEMMIFER M 8250051104
JMEYEROCT NOSOUSER 1344902 x MEYER, JOHN 5260055541
JEHUCK NOSOUSER 123103 x SHUCK JEBSE G S2000000
JWHITEDDS NECAUSER 1307468 X WHITE, JOHM D 820000000
KBRISTO NOSOUSER 118519 x BRISTOR, KIMBERLY S260085771
KCARMEY NOSOUSER EaT x CARMEY, KALIE 5260052406
IMOELLE NECOUSER 120088 X MOELLER, LOLA A 5250055750
LTion NOCAUSER 1363108 X TIOD, LIsA 260052200
MBROCK ND12001102 120533 X BROCK, MARY B S120000000
MBROCK?Z NO12000563 120533 X BROCK, MARY B S120000000
MOORNOI1 NECAUSER 115480 X DORM, MARLENE A 8250051422
NTFMBROCK NO12000F TP 120532 x BROCK, MARY B S120000000
PGIBILI NECaUSER 172001 X GIBILISCO, PHILIP P 82000000
PMAHONE NOCAUSER 122878 X MAHONEY, PATRICK A 8480076190
REIXBY NOSOUSER 1088602 x BIXEY, REBECCA 5260055420
RELCHAN NIEGLSER 127168 X BUCHANAN, ROBERT S2I055527
BORENT N 305875 X DRENT. RYAMN 5250055420 ;I
@) Al Tot1 W fix8sn O = @ Al

B
@ oore Y - S—
dhstart ||| (@] ol @ B V2 @ || Gywso| Ewn | o | e | Eae| e | £ | £ |[Ebee || Deskton 7 [ fr @A ss3am

What you are seeing is the User ID, the name of the security group the User ID is
currently in, the user’'s Address Book number, verification that the user is shown as
Search Type X, the user’'s complete alpha name, and the user’s security business
unit from the employee master. The Authorized Agent should complete a NIS User
Authorization Spreadsheet and submit it to the IMS Help Desk to terminate any ID’s
that appear on the report.

Reminder: if the User ID is active, the terminated employee will still have access to
NIS.

Authorized Agents
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