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Annual OASIS Account Recertification Instructions 

OASIS Account Recertification 
To certify that staff have the necessary OASIS access, perform the following 
procedure.   

A POC with Contract Manager access must perform this task. 

1. Expand the Contract Manager menu and click the Reassign Counselors 
option.  This displays a list of all counselors assigned to this contract.  One 
entry shows per staff member, per OA office, so review the list closely. 

 
2. Note any staff listed here who should not have OASIS access at all and/or not 

at a particular OA office. 

3. From the expanded Contract Manager menu, click the Maintain Staff option.  

 
4. Enter the last and first name of the staff member with unnecessary access and 

click Search.  Staff matching your entries display in the Staff List. 
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5. Click the staff member’s name, which is a link.  The Edit User window opens 

for that staff member. 

   
6. Choose among these options – make the user inactive in all CDSS 

applications or edit the user’s access privileges. 

Remove Access to All CDSS Applications 

To block this user name from all CDSS Applications, perform this procedure. 

1. From the Edit User window, click the Edit User Login button.  The Maintain 
User Login window opens. 

 
2. Choose the Active No radio button and click Submit.  This user may no 

longer work in any CDSS application. 
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Reduce the User’s Privileges 

To change or reduce the user’s privileges, perform this procedure. 

This procedure begins in the Edit User window. 

1. If the user should not be a counselor, click the Edit User Roles button.  The 
Maintain User Roles window opens.  Uncheck the unnecessary roles and 
click the Submit button. 

 
2. Uncheck any unnecessary roles and click the Submit button. 

 When Staff have been Certified 

When you have completed these steps for all staff who have access to OASIS, 
sign the form and send to the attention of the JCDC Security team via fax at 512-
804-2002 by COB August 21, 2006.  The form must be signed and dated by the 
application POC and the Center Director or Contracting official.   
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