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DCFS ECAPS ACCESS AND LOGIN PROCEDURES

This is to notify all ECAPS Users that the following Access and Login procedures are effective immediately.

Procedure For Requesting Your Password To Be Reset

The current procedure for Password Resets and logon problems is to open an IT Service Ticket (in INFRA) at http://infrasrv/itsservicedesk or to call (562) 345-6789.
Procedure For Creating And Using The Password Hint Feature 
We at BIS (ITS) and the Auditor Controller are requesting that all our ECAPS Users use this feature to prevent delays in work processing due to password issues.

There is a password hint feature in ECAPS that is now fully functional.

This feature will eliminate a lot of the help desk intervention by providing an easy way for the user to immediately reset their password without help desk intervention.

Attached are detailed instructions on how to create and use this function in ECAPS.

Please follow the instructions to enable the Password Hint feature ASAP.

Contact the ITS Service Desk if you encounter any problems.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.co.la.ca.us

Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
Procedure For Adding A New User and/or Deleting/Changing 

User Access Or Authority Levels

When requesting to add a new user to ECAPS or deleting/changing a current users access or authority levels please do the following:

· The user must complete a User Agreement Form and submit to their Supervisor/Manager for approval.  Supervisor/Manager must submit both the approved User Agreement Form and also the Modification Form listing all adds and changes to Maria Haro of the Internal Control Section for approval.

· Maria Haro should be contacted at Phone Number (213) 351-5723 for form submission instructions.

Once the Internal Control office has given the approval for the request(s) the information will be passed on to Van B. Tran  (DCFS Security Officer) and entered into ECAPS.

Once user has been entered into ECAPS the user will be notified via email.
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