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Liaison’s Main Page (User’s Contact Data)

Please Note: Each institutional staff person responsible for submitting files or accessing restricted
outputs must have a unique HEI Web account. Sharing of accounts and passwords is not allowed.
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HEI Liaison's Web User Administration

Tse this page to modify or enter contact related data for data reporters or restricted outputs representatives

Feturn to |—Se|emaRepresentative—j
HET Front Door Clear Form to Add Mew Individual | Delete Individual
How to Narme:
Reach Us First: I
Last: I
Title: I
Address: =
B
Telephone: |
Fax I
E-Mail: |
Type of HEI Web Account Authorizations Requested
Diata Reporter: [ Restricted Outputs: [

Continue to Page 2 to Submit | Help |

To continue adding or modifying HEL Web account authorizations, click "Contitue to Page 2 to submmit”. Click "Clear Form to Add New
Tzet" to clear all fields. For the training guide click "Help".

After logging into the system ( https://qry.regents.state.oh.us/cgi/contact_hei_cqi ), the Liaison will be presented
with a screen listing the approved HEI users for all Liaison types. There are three Liaison types: Regular (and
Alternate), Financial-Aid Contacts, and Capital Planning. Both Regular and Alternate Liaisons can assign
enrollment, financial, facilities, and faculty-staff data submissions along with restricted query output access.
Financial-Aid Contacts can assign financial-aid submissions and financial-aid restricted query output access
while Capital Planning Liaisons can only assign capital planning submission forms and queries.

Please Note: Each Liaison type can see, and assign permissions, for all of the other Liaison’s users. The system
was designed in this fashion because HEI realizes that often one campus user can have many permissions across
all of the different areas.
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Overview of Page Elements

Select a Representative Drop-Down: Contains a list of all approved HEI Web users for the Liaison’s institution.
Use this drop-down to select existing users to update their contact or authorization information. See pages 8 —
10 for more information.

Clear Form to Add New Individual: Select this button to clear the form when an existing individual’s
information is on screen.

Delete Individual: Select this button to delete an existing user from the “Select a Representative” drop-down.
This action will delete the displayed user from the areas in which the Liaison has permission. See pages 11 — 12
for more information.

First Name: An existing user’s first name will display in this box when selected from the “Select a
Representative” drop-down. Alternately, when adding a new user, enter the new user’s first name. Do not
include title information. Ex: John

Last Name: An existing user’s last name will display in this box when selected from the “Select a
Representative” drop-down. Alternately, when adding a new user, enter the new user’s last name. Do not
include title information. Ex: Smith

Title: An existing user’s title will display in this box when selected from the “Select a Representative” drop-
down. Alternately, when adding a new user, enter the user’s title. Ex: Research Specialist

Address: An existing user’s address information will display in this box when selected from the “Select a
Representative” drop-down. Alternately, when adding a new user, enter their address information. Information
from the address field will only be used for mailings, therefore if the account holder has both a mailing address
and a street address, enter only the former. Ex: 1234 Anywhere Place Columbus, OH 43215.

Telephone: An existing user’s telephone number will display in this box when selected from the “Select a
Representative” drop-down. Alternately, when adding a new user, enter their telephone number information.
Ex: (123) 456-7890 ext 123

Fax: An existing user’s fax number will display in this box when selected from the “Select a Representative”
drop-down. Alternately, when adding a new user, enter their fax number information. Ex: (123) 456-7890 ext
123

E-Mail: An existing user’s e-mail will display in this box when selected from the “Select a Representative”
drop-down. Alternately, when adding a new user, enter their email address using lower-case characters. EX:
someone@somewhere.edu

Type of HEI Web Account Authorizations Requested

Data Reporter: This box will be checked when an existing user has at least one data reporter permission. When
updating an existing user’s information, un-checking this box will remove all data reporter permissions. When
adding a new user select this box to assign data reporter permissions on the next page by clicking “Continue to
Page 2 to Submit”. Please note: The “Data Reporter” box is grayed out for Capital Planning Liaisons.

Restricted Outputs: This box will be checked when an existing user has at least one restricted output permission.
When updating an existing user’s information, un-checking this box will remove all restricted output
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permissions. When adding a new user select this box to assign data reporter permissions on the next page by
clicking “Continue to Page 2 to Submit”.

Continue to Page 2 to Submit: This button is used to advance to the second page where Liaisons will modify
data reporter and restricted output permissions. When updating contact information it is still necessary to
continue to Page 2 to submit the changes made. This button also serves as a check-point to evaluate the data
that has been entered on screen. For example, if all of the required fields did not contain data an error message
would result after clicking the button.

Help: Clicking the Help button will display this document in PDF format.

HEI Liaison's Web User Administration Training Guide July 2005 Page 4



Entering a New User
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HEI Liaison's Web User Administration

Tse this page to modify or enter contact related data for data reporters or restricted outputs representatives

Feturn to |—Se|emaRepresentative—j
HET Front Door Clear Form to Add Mew Individual | Delete Individual
How to Narme:
Beach Us First: |J0hn
Last: ISmith

Title: IResearch Specialist

Address [1254 Anywhere Place =l
Colwius, OH 43215

Telephone: |(1 23) 456-7890 ext 123

Fax [(123) 456-7890 ext 123

E-Mail: Isomeone@somewhere.edu

Type of HEI Web Account Authorizations Requested
Diata Reporter W Restricted Outputs: ¥

Continue to Page 2 to Submit | Help |

To continue adding or modifying HEL Web account authorizations, click "Contitue to Page 2 to submmit”. Click "Clear Form to Add New
Tzet" to clear all fields. For the training guide click "Help".

When entering a new user make sure that all of the fields have no data and the check-boxes are cleared.
If the fields are not empty, then click the “Clear Form to Add New Individual” button. Once the fields
are empty, fill all of them with the contact information as demonstrated in the above screen shot.
Please note that all of the data fields are required and at least one check box for either data reporter or
restricted outputs is selected in order to continue. Once the information is verified to be correct click
the “Continue to Page 2 to Submit” button to progress to the next screen. Please Note: It is critical that
the correct e-mail address be entered for the new data reporter (the user authorization form is delivered
by e-email).

Microsoft Internet Explorer x|

The Form was not submitked due to the Following erroris):
- data reporker andfor restricted outputs rmusk be checked.,

- Fa is required. If any required information is not entered an

T L |
Flease make changes and submit the form again. error screen similar to this will result!

HEI Liaison's Web User Administration Training Guide July 2005 Page 5



Page 2 displays after “Continue to Page 2 to Submit” button is clicked:

- JE R AL E = ) R EER
Data Reporter/Restricted Output Access Authorizations =

Use this page to select data reporter subtnission and restricted eutputs authorizations. Checle subtnission or restricted outputs to
authorize.

Eeturn to . )
HEI Front Door Select Data Reporter Authotizations for:

John Smith

How to
Feach Us

Data Areas/Submissions

ACAD PGRM ENROLLMENT

[ AP, Arcademic Programs [T AR, Adult Basic and Literacy Education
[T AC, Alternative Credit

[T AE, Aggregated Enrollment

[T AN, Ohio Articulation Mumber File
7AW, Adult Worlkforce Education

[T CT, Course Inventory

[T CHM, Course Enrollment

[T CT, Cohort Tracking

[T DC, Degree/Certificate Earned

7 DO, Distance Learning Course Offerings
[ D&, Distance Learning Course Section File
[T EP, Extended Baccalaureate Programs

[T ES, Extended Baccalaureate Students

" FE, Freshmen Remedial Enrollment

[T FS, Flemibly Scheduled Course Sections
[T GE, Grade Explanation

[T GF, Graduate and Professional Admissions
[T HG, High School of Graduation

[ I, Identfier Change

Once all error checks have passed from the first screen, the 2™ screen will be displayed. The contents
of page 2 are determined by the “Type of HEI Web Account Authorizations Requested” selections made.
For example, if both the “Data Reporter” and “Restricted Outputs” boxes were checked on page 1, then
the detail level of both categories will be displayed.

It is important to note that each type of Liaison (Regular, Financial-Aid, Capital Planning) will have
different submissions and/or restricted query outputs for screen 2. For example, a Financial-Aid
Contact will not be able to assign the same permissions as a regular Liaison, and vice-versa.
However, a regular Liaison can assign permissions to a user that was originally entered under the
Financial-Aid Contact’s domain.

Please Note: As of July 2005, Capital Planning Liaisons can only assign restricted output permissions.

TC Submission Note: The Tech Prep Consortium Tracking (TC) submission, is a unique submission
since it relies on the assignment of a consortium code. Institutions that have an assigned consortium
code will find the TC submission listed on Page 2. Additionally, if more than one consortium code is
assigned to an institution then a hyperlink will appear next to the TC submission, entitled “Assign
Consortia”. Liaisons should click this link to assign one or more of the consortium codes to the user.

HEI Liaison's Web User Administration Training Guide July 2005 Page 6



Once the desired permissions have been assigned, scroll to the bottom of the screen and click the
“Submit Authorizations” button.

When all of the new user information has been entered correctly and submitted the following message
will display:

Microsoft Internet Explorer x|

HEI Web Account authorization request has been received. &n email has been sent to wou and the Representative
with a copy of the User Agreement Form, The new account will be activated after the HEI Administrative fssistant
has received the signed User Agreement Farm.

After clicking “OK” the summary screen that outlines the authorizations assigned will display.

¢5 - 0BdQEBB D SE -H E

<

Data Reporter/Restricted Qutput Access Authorizations

Authorizations requested for:
Tobm Srmth

Return to
HET Front Door

How to
Eeach Us

Data Areas/Submissions

ENROLLMENT
CH, Course Enrollment

RESTRICTED OUTPUTS

Eestricted Queries {choose from several restricted queries)

Add/Revise Different Individual |

After the summary screen is displayed an email will be sent to the new user (to the e-mail address just
provided) and carbon copied to the Liaison who added the user. The e-mail contains instructions for
the new user on how to activate their account. It is important to note that the new user’s account will
not be activated until approximately 1 business day after they have signed and faxed the authorization
form to HEI.

Please Note: User’s information cannot be modified by the Liaison until they have been approved by
the HEI administrative assistant.

Once the authorization form is received, and the user is activated by the HEI administrative assistant,
another email will be sent with instructions for them to call HEI in order to obtain their password.
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Finally, select the “Add/Revise Different Individual” button to return to the main Liaison’s
administration screen.
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Update an Existing User’s Information

The first step involved in updating an existing user is to select their name from the “Select a
Representative” drop-down.

HEI Liaison's Web User Administration

nodify or enter contact related data for data reporters or restricted outputs representatives.

—Selecta F{epreaentative—j

Clear Form tdA4ll Permissions Delete Individual
Fourth Test-Case

L John Srith
Second Test Case

First; I Third TestCase

—oelect a Bepresentative—
Last: I

This action will populate the selected existing user’s information into the appropriate fields.

| John Smith -
Clear Form to Add Mew Individual | Delete Individual Update user information by
inserting the cursor in any
Mame: of the data fields and typing
First: |J|:|hn in the new information.
Data are still validated (Ex:
Last: [Smith Is there a valid email

entered?) before the Liaison
can proceed to page 2.

Title: |Hesearch Specialist

Address: 1234 Anywhere Place -] Please remember that un-
Columbus, OH 43215 checking the authorization
boxes will remove all of the
[ associated permissions for
that type.

Telephone: |[1 23) 456-7890 ext 123
Once all information has

Faux: |(123) 456-6543 been updated correctly click

E-Ifal: |Sumeune@sumewhere.edu “Continue to Page 2 to
Submit”.

Type of HEI Web Account Authorizations Eequested
Data Reporter: ¥ Eestricted Outputs: W

Page 9
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Page 2 is displayed:

& QRAVEB D S &

AL, Funds Assets and Liabilifes

[T ATT, Changes in Ausiliary Funds

[T BD, Budget Data

[T CB, Changes n Funds Balances

[T CF, Changes in Current Funds

[T CP, College Expenditure

[T CX, Campus Expenditure

7 EE, Education and General Expenditures
7 FF, Faculty Funding

™ FI, Funding Unit Inventory

7 FX, Funding Unit Expenditure

[ HFP, Changes in Hospital Funds

10, T & G Expenditures by Ohject

[T IT, Tnwestment by Type

[T MR, Mon Credit Instructional Reverme
[T 53R, Sources of Education and General Eevenues

>i

RESTRICTED OUTPUTS

[T Academic Calendar Administration

[T Subsidy Process (use to view the Subsidy FTE output or the Success Challenge Query)
¥ Restricted Queries (choose from several restricted queries)

[T Faculty/Staff Data Area Cutputs

" Facilities Data Area Cutputs

" Financial Data Area Cutputs

[T Academic Programs Data Area Outputs

[T End-of-Term (use to caleulate Subsidy FTE and to finalize the term)

[T Mobility Tracking Query

[T Contact Information

[T SGS Administration

[T Action Fund

[ Cohort Tracking

The ODJFS Query cannot be assigned to this reporter Tt 15 already assigned to Fourth Test-Case

Submit Authorizations |

-

After any Restricted Outputs or Data Reporter Authorizations have been made, please remember to
click “Submit Authorizations” to send the changes to the HEI system.

Please Note: To delete an individual one cannot simply remove their authorizations. The user must be
deleted from the system by utilizing the “Delete Individual” button. Please see pages 11 — 12 for more
information.

Upon submitting the changes, the selected user will receive an email outlining their updated
information. This email will also be carbon copied to the Liaison who made the changes.

Microsoft Internet Explorer x|

& an email has been sent ko the user outlining their updated information
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After clicking “OK” the summary screen is displayed:
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Data Reporter/Restricted QOutput Access Authorizations

Authorizations requested for

Eeturn to John Smith

HET Front Door

How to
Eeach Us

Data Areas/Submissions

ENROLLMENT
CI, Course Enrollment

‘RESTRICTED OUTPUTS

Add/Revise Different Individual |

Finally, select the “Add/Revise Different Individual” button to return to the main Liaison’s
administration screen.
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Delete an Existing User

On the occasion when data reporters or restricted query users no longer require access to the HEI
system (Ex: Job or duty changes) then they should be deleted.

To delete an existing user, begin by selecting them from the drop-down.

HEI

HEI Liaison's Web User Administration

nodify or enter contact related data for data reporters or restricted outputs representatives.

—Selecta F{epreaentative—j
Clear Form tgAll Fermissions

Delete Individual

Fourth Test-Case

L John Srnith
Second Test Case

First; I Third TestCase

—oelect a Bepresentative—
Last: I

| John Srmith

Clear Form to Add Mew Indisidual

1 Delete Individual

Matne:

First: |J|:|hn

Last: ISmith

Title: IHesearch Specialist

Address: [1234 anywhere Place B
Columbus, OH 43215

Telephone: |(1 23) 456-7890 ext 123
Fax: |(123) 456-6547]

E-Ilail: Isumeune@sumewhere.edu

Type of HEI Weh Account Authorizations Eequested
Data Feporter: ¥ Restricted Cutputs: W

Continue to Fage £ to Submit Help

Selecting a user populates
the contact information
fields.

Next, click the “Delete
Individual” button...
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...and a confirmation screen will display.

Microsoft Internet Explorer x|

@ Are you sure that wou want bo delete this user From the Liaison's area?

Cancel |

Click “OK to delete the user, otherwise click “Cancel” to return to the main screen.

Microsoft Internet Explorer x|

& The selected user has been deleted completely From the HEI System | 1T “OK” is selected, and the user only
exists for one Liaison’s area**, then a

confirmation screen will appear.

After clicking “OK” the selected user will no longer appear in the drop-down and an email will be sent
to the requesting Liaison and the HEI Administrative Assistant informing them to destroy the
authorization form within 2 business days. If for some reason the user was unintentionally deleted they
will need to be added back as a new user by the Liaison. However, the authorization form will not be
required as long as it has been less than 2 business days from their deletion.

Please Note: The deleted user will not be notified that they were deleted.

**Note on users with permission to more than one area: In some cases, a user may have permissions in
more than one area. For example, one user can have permissions in both enrollment and capital
planning areas. If the regular Liaison chooses to delete such a user he will only be deleted from the
areas in which the regular Liaison has permissions. Furthermore, the Liaison will receive an on-screen
notification for the areas in which they still exist so that they may contact the other Liaison to
coordinate a full deletion if necessary. In general though, if the user has permissions for only one area,
then they will automatically be fully deleted from the HEI system as described beginning on page 12.
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Liaison’s Query

The Liaison’s Query was created with the intention of providing a method for Liaisons to easily
determine who has what access at their institution. The query provides detailed user information for
both data reporter and restricted output authorizations. Liaisons can format the output similar to the
existing people pages by selecting HTML, or they can format the output in Spreadsheet or Text.
Additionally, Liaisons may limit their search to specific data areas and/or submissions.

The query is available on the Liaisons Only section of the HEI Restricted Outputs pages.

-2 -PR40mGIBR-59E _

Query Criteria

Data Area Subtnission

[T Al Dvata Areas M Al Submission Files

ACAD_PGRM
EMROLLMENT
FACILITIES
FACULTY

FACULTY PRACTICE
FINAMNCIAL hd

Restricted Output Access

[™ Include Eestricted Access Pages

" Spreadshest
* HTL
© Text

Add Title & Text Information to Queny | Submit Queny Clear Selections

Terminate Query |

|Display Previously Fun Quenes
|Starting [Month: [01 7] [Day: [07 =] | Vear [1999 7] B
Ending. [Month: [07 =] [Day: [05 =] | Year [2005 7]

The default action of the query, with no user selections and just clicking “Submit Query”, is to produce
a list of all of the approved HEI users for the Liaison’s institution in HTML format with no submission
or restricted output information.

By checking the “All Data Areas”, “All Submission Files”, and “Include Restricted Access Pages”

boxes a list of all approved HEI users for the Liaison’s institution with submission and restricted
output permissions will be generated.
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