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CIS Account Recertification 
The System Functions module includes two reports that help you verify that staff 
members have the access to the functions in CIS that are necessary to 
successfully perform their duties.  First, you can run the Profile Authorizations 
Report and then reduce any unnecessary authorizations from each profile.  From 
there, you can run the Staff Profiles report to verify each staff member has the 
appropriate profile(s) and make changes as needed. 

Restrict Authorizations per Profile 

The Profile Authorizations report lists each profile and displays the modules, 
windows, and buttons accessible to each profile.   

1. Go to the System Functions module and click the Profile Authorizations 
report button.  The Search Criteria window opens.   

 
2. Leave the Profile entry at All and click Retrieve.  The report generates. 

 
3. Print the report and verify that for each profile, authorization to only the 

necessary operations is included. 

4. As necessary, remove authorizations. 

A. In the System Functions module, click the Maintain Authorizations 
button. 
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B. Choose the profile from the Profiles list (top right). 

C. In the Assigned Authorization list (bottom right), place a checkmark in 
the box next to the unnecessary authorization entry and click the << 
button.  

D. Click the Save button. 

E. Repeat to remove other unnecessary authorizations. 

Restrict Profiles Assigned to Staff 

When the profiles include only the necessary functions, a user can successfully 
perform the tasks associated with his job description and duties.  Use the Staff 
Profiles report to identify that staff have the appropriate profile(s). 

1. In the System Functions Module, click the Staff Profiles report button.   
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2. Leave all Search Criteria entries at All and click Retrieve.  The report 

generates. 

 
The Profile(s) assigned to a staff member display below his name and the horizontal line. 

3. Print the report and review the profiles listed for each staff member. 

4. As necessary, remove profiles. 

A. In the System Functions module, click the Staff Data button. 

Profiles 
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B. Highlight the staff member with an unnecessary profile in the top Staff 

list. 

C. Click the Profiles button. The Maintain Staff Profile window opens. 

 
D. Click the unnecessary profile in the Assigned list.   

E. Click the Remove button. 

F. Click the Save button. 
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G. Close the Maintain Staff Profile window and choose another staff 
member from the list, and repeat as needed. 

Removing CIS Access 

If staff members are on the Staff Profiles report who should have no access to 
CIS, perform this procedure to remove access.  Similarly, if you find a terminated 
employee not marked as Active for Center NO, please disable his/her access. 

1. In the System Functions module, click the Staff Data button. 

 
2. Highlight the staff member to inactivate. 

3. Highlight a staff role and click Delete Role. 

4. Repeat to remove all roles. 

5. Set the Active for Center radio button to No. 

6. Click the Save button. 

7. Choose another staff member from the list, and repeat as needed. 
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If the Person is Unknown to You 

If you find a name or names on the reports with whom you are not familiar, 
please email the Helpdesk-JCDC-TAC@jobcorps.org and work with the 
Technical Team to identify the user before inactivating his/her access to CIS. 

When Staff have been Certified 

When you have completed these steps for all staff that have access to CIS, sign 
the form and send to the attention of the JCDC Security team via fax at 512-804-
2002 by COB October 15, 2007.  The form must be signed and dated by the 
application POC and the Center Director or Contracting official.   


