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	DCFS ECAPS ACCESS AND LOGIN PROCEDURES

This is a revision to the previous version of this FYI released on 01/22/07.  It has been revised to reflect current contact information, as well as updates to the attached documents

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://dcfsinfrasrv.isd.lacounty.gov/itservicedesk/  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.lacounty.gov


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm 

Eligibility Handbook: http://lacdcfs.org/Policy/Hndbook%20FCE/TableofContents.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 an eCAPS 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 Forms (eCAPS Procurement User Registration Form and eCAPS User Modification Form) listing all adds and changes to Dorothy Mitchell of the Internal Control Section for approval.  These forms are available on the Forms Page of LA Kids under Miscellaneous forms. 

· Dorothy Mitchell should be contacted at Phone Number (213) 351-0116 for form submission instructions.

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

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

CREATING AND USING THE PASSWORD HINT FEATURE IN ECAPS

Creating a Password Hint:

1. From the eCAPS Menu,  click on “Administration”.

2. Click on the “Change Password Hint” link from the drop down menu.
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3.  Click on the “Password Hint” drop down menu and select a question (i.e. “What is your mother’s maiden name?”).

4.  Enter your eCAPS password.
5.  Enter the answer to the question you selected.
6.  Repeat your answer for confirmation.
7.  Click on the “Change Password Hint” button.
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8.  You should now see a message at the top of the screen “Password hint was successfully 

changed.”    
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USING THE PASSWORD HINT FEATURE:

If you forget your password, you can reset your password by answering your secret question.  The  eCAPS application will then send you an email  message with a temporary password.  
1.  In the eCAPS Log-in Screen, click on the “Forgot your password?” link.

[image: image5.png]eCAPS Financial Application

User Name

Password:

[APRAPE Login | Reset

Copyight 02001, 2005
COLAMS Inc.
Al Fights Reseried.

Use o thi zotware i subjectto
44 4CAPS tovom Eavoites oy mnpe houmes St

S Advartagedisa
regstered trademarof
COLAMS Inc.




2.  In the User Name box, type an “e” in lower case followed by your County Employee Number (example:  e123456)

3.  Click Continue.  Do not click on the “Reset” button.
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4. In the Password hint reply box, answer your secret question.
5. Click on the “Reset Password” button.
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6.  You should now see a message at the top of the screen “Your new password has been emailed to the email address on record”. 
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If you see any error messages, make corrections as necessary. The cause of any errors will be shown in yellow.

7.  You should receive an email from the Auditor Controller that will include a temporary password. The temporary password replaces your old password.  Please note that the equal sign “=” is not part of your password.

Example:
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8. Return to the eCAPS application, in the “User Name” box, enter an “e” followed by your Employee number (i.e. “e123456”).


9. In the “Password” box, enter the temporary password provided to you in the email from the Auditor (step 7 above i.e. 8Qbys0rN7)

10.  Click on the “Login” button.
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You should receive a password expiration message.

11. Enter your User Name.

12. Enter the temporary password that was provided to you in the email from the Auditor. 

13. Enter a new password of your choice following the instructions in the email in steps 7.

14. Repeat your password of choice for confirmation.
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Congratulations! You have successfully created a new password.
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