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Business Partner eClS Registration Overview

This Quick Reference Guide is designed to assist you in completing your online self-registration.

There are three main steps to registering:

1. Register your organization with eCIS.

2. Register at least one, but no more than four, individuals as Delegated Administrators (DA). These
individuals will have the responsibility to approve or reject eClIS users within their organization and
associated business category.

3. Register eCIS users as appropriate.

Organizations are identified by their Federal Employer Identification Number (FEIN). You will need the
FEIN prior to beginning registration.

An organization may have multiple Commonwealth Program Office affiliations depending on the
scope of business conducted.

Business categories are associated with each Commonwealth Program Office. The business
categories describe the general type of work performed by a user group within the organization. eCIS
access is tailored specific to the business category.

Each organization must register a Commonwealth Program Office affiliation and associated business
category before eClS user registration begins. If an organization provides services that cover multiple
business categories, each category must be separately registered.

All individuals who require access to eCIS must register, including those with an existing
Commonwealth business partner account (b- account).
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New Commonwealth Account Users

eClIS Organization Registration
In order to register, you will need your organization’s Federal Employer Identification Number (FEIN)
and an active work email address.

1. From your internet browser navigate to the eCIS landing page
https://intraapps.dpw.state.pa.us/mci/

2. On the eCIS landing page, click Business Partner Login (see Figure 1: eCIS Landing page)

Figure 1: eClS Landing page

w pennsylvania

Please select one of the options below based on your user type

3. Onthe eCIS Login page, click Register for eCIS (see Figure 2: eCIS Login page)
¢ No need to login — just click the link under Self-service for Business Partner

Figure 2: eCIS Login page

w pennsylvania

Keystone Key Self-service for Business Partner

| Usemame ‘ © rorgotuserin

Password ‘ ﬂ Forgot Password
[ 4 I L EditProfile '
ﬂ Register for eCIS

£) Wanage eCIS Users

Self-service for Commonwealth
Employees

o Change CWOPA Password or Hint Questions




eClIS Registration Guides
Version 1

pennsylvania

DEPARTMENT OF HUMAN SERVICES

4. On the General Information page (see Figure 3: General Information page), click Next

Figure 3: General Information page

19 2 B
General Organization
Information Information

Welcome!

working together to establish a single Business

below.

Register Business Partner Account eCIS: General Information

The Commonwealth of Pennsylvania is improving how it provides
online services to Business Partners. Several state agencies are

Partner ID (B-) to

access multiple state agency sites as a way of simplifying your
experience. If you have not registered for a Business Partner ID (8-)
before and wish to create a new account, please click the ‘Next’ button

What Partner

This

order to receive approval.

Password you have already created to login.

allows you to create a Business Partner 1D (B-) that you will use to
complete management tasks affiliated with your spedific position.
Once you have completed tasks, they will be escalated accordingly in

Already have a Business Partner ID (B-? If you have already created a
Business Partner ID (B-), you do not need to create another one.
Simply dlick the link below and use the Business Partner ID and

Requesting eCIS Portal access with your existing
Business Partner ID (B-)? Click HERE

Click HERE to view the eCIS Registration Guide.

»
=

5. On the Organization Information page, enter the Organization Name and Tax ID (FEIN), then click

Next.

Note: The messages and Organization Profile screen will vary slightly between organizations that
have been previously registered with a DHS system and those that are unknown to DHS systems.
These sequences are outlined in A, B and C below.

A. Registered Organizations, No eCIS Business Category

e |f your organization has a registered status, you will receive a message indicating that the
organization does not have any business categories (see Figure 4: Organization Information

page)

¢ Click Register eCIS Business Category button.
e A pop-up window will appear, click OK to continue with registering a Business Category.
e After leaving the Organization Information page, you will be taken to the Organization
Profile page. Enter all required fields (see Figure 5: Organization Profile page).
- Select the Commonwealth Program Office with whom you do business from the drop

down.

- Select the Business Category from the drop down that aligns with the services you

provide.

- Scroll down on the page and enter your contact information. The name entered here
will need to be the same name entered on the Data Release Agreement Page on page

10 of this document.

- Enter a detailed description of your operational need for access to DHS client
information. Information noted here will be used to determine approval for access.
- Answer security question.

- Click Next.
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Figure 4: Organization Information page

Register Business Partner Account eCIS: Organization Information

© Error: [Organization Your organization does not have any business categories, Please dick the "Register eCIS Business
*  Information] Category” button below to add your location to your organization.

10 2§ 3R 5 70
General Ovpm Organization Role plicat Security
Information

- =Required

To create a new Business Partner ID, please provide the following information about your Organization:

Enter your 9-digit Organization Tax ID/Federal Employer Identification Number (FEIN) with no spaces or dashes ) and your registered
Organization Name. Please contact your Finance or HR Department Tax/Federal Employer Identification Number (FEIN).

Wny is this information needed? We are asking for the Organization Tax ID and Organization Name so we can assign users to the appropriate
organization in the system, After being assigned to the appropriate organization, users are given access to different tasks associated with
their organization.

- Organization Name Example Organization

- Organization Tax ID Example FEIN

Organization Reglstration Status Registered

Organization Address

Business Category' button below. Plej e Register eCIS Business Category process will end when you leave to register your
business category. You will need to is process to create your eCIS Business Partner ID.

'

“ i m

Can't find your Business Category? If your oganization does not have any linked business categories or the , please dick the 'Register eCIS
gnz

Figure 5: Organization Profile page

Register eClS Business Category: Organization Profile
14 26

Organization Profile Data Release Agreement
- =Required

Please provide the following information about your organization:

- Organization Name Example Organization

Enter your S-digit O i Employ Number (FEIN) with no spaces or dashes (-). It should not be less
than 9-digits. Please contact your r Finance or HR Department e To e

- Organization Tax ID Example FEIN
Organization description
- Program Office ™M

- Business Category ™

Contact Person Information
- FIrst Name
« Last Name

- Emall Address

Enter your Organization *Email Address’,
maximum of 50 characters.

Enter 10 digit phone number in the following
- Primary Phone format: (=000 XX

Business Operational Need

Please provide a brief explanation describing why you need to register the
organization. If registration is required due to the nature of your job,
please provide an overview of your job along with the tasks and/or duties

- Brief explanation you need to complete through the use of this application. Please note that
‘he brief explanation you provide will be considered by the approver when
reviewing your request,

Remaining Characters: 500

For security reasons, please answer the following question:

Question Seven plus ten plus 2 equals?

Answer

»
=

o pennsylvania
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B. Registered Organizations, eCIS Business Category Needed Not Listed
e The system will display all eCIS Business Categories currently registered under the FEIN.
e Click the Register eCIS Business Category button (see Figure 6: Organization Information
page).
e A pop-up window will appear, click OK to continue with registering a new Business
Category.
e After leaving the Organization information page, you will be taken to the Organization
Profile page. Enter all required fields (see Figure 7: Organization Profile page)
- Select the Commonwealth Program Office with whom you do business from the drop
down.
- Select the Business Category from the drop down that aligns with the services you
provide.
- Scroll down on page and enter your contact information.
- Enter a detailed description of your operational need for access to DHS client
information. Information noted here will be used to determine approval for access.
- Answer security question.
- Click Next.

Figure 6: Organization Information page

Register Business Partner Account eCIS: Organization Information

18D 2 3R 3 5 6 7
General Organization Organization Role f
Information Information
- =Required

To create a new Business Partner ID, please provide the following information about your Organization:

Enter your 9-digit Organization Tax ID/Federal Employer Identification Number (FEIN) with no spaces or dashes (-) and your registered
Organization Name. Please contact your Finance or HR Department Tax/Federal Employer Identification Number (FEIN).

Why is this information needed? We are asking for the Organization Tax ID and Organization Name so we can assign users to the appropriate
organization in the system. After being assigned to the appropriate organization, users are given access to different tasks assodated with
their organization.

- Organization Name [Example Organization ]
Example FEIN

+ Organization Tax ID

Organization Reglistration Status Registered

[ Select if the below option is your program office and business category

[ Select if the below option is your program office and business category

Buslness Category

Business Category’ button belovs. P| ote: The Register eCIS Business Category process will end when you leave to register your
business category. You will need t visit this process to create your eCIS Business Partner ID.

Can't find your Business Category? If yourgrganizacon does not have any linked business categories or the , please click the 'Register eCIS
Register eCIS Business Category]
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Figure 7: Organization Profile page

- orga

- Emall Address

Primary Phone

Register eCIS Business Category: Organization Profile

Please provide the following information about your organization

Enter your 9-digit Organization Tax ID/Federal Employer Identification Number (FEIN) with no spaces or dashes (-). It should not be less
than 9-digits. Please contact your Finance or HR Department for Tax ID/FEIN.

Enter your Organization ‘Email Address’,
maximum of 50 characters.

Business Operational Need

- Brief explanation

For security reasons, please answer the following question:

1 2
Organization Profile Data Release Agreement

me Example Organization

Example FEIN

L«

Enter 10 digit phone number in the folloving
format: JXOO(-XO0K-XXXX

Please provide a brief explanation describing why you need to register the
organization. If registration is required due to the nature of your job,
please provide an overview of your job along with the tasks and/or duties
'you need to complete through the use of this application. Please note that
the brief explanation you provide viill be considered by the approver when
reviewing your request.

Remaining Characters: 500

Seven plus ten plus 2 equals?

»
=

C. Organizations Unknown to DHS Systems
e If your organization is not known to DHS systems, you will receive a message indicating
that the organization doesn’t exist (see Figure 8: Organization Information page) Click Register

eC

IS Organization button.

oy

pennsylvania

DEPARTMENT OF HUMAN SERVICES

e A pop-up window will appear, click OK to continue with registering a new organization.

e After leaving the Organization information page, you will be taken to the Organization
Profile page. Enter all required fields (see Figure 9: Organization Profile page).

Enter the name, description, and address of the organization.

Select the Commonwealth Program Office with whom you do business from the drop

down.

Select the Business Category from the drop down that aligns with the services you

provide.
Scroll down on page and enter your contact information.

Enter a detailed description of your operational need for access to DHS client
information. Information noted here will be used to determine approval for access

Answer security question.
Click Next.
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Figure 8: Organization Information page

Register Business Partner Account eClS: Organization Information

© Error: [Organization Information:Organization Your Organization doesn't exist in our system. Please diick the button below to
Registration Status] register a new organization.

16 2 ¢ 36

7
General Organization Organization Role A ecurity 1S
Information Information
* =Required

To create a new Business Partner ID, please provide the following information about your Organization:
Enter your 9-digit Organization Tax ID/Federal Employer Identification Number (FEIN) with no spaces or dashes (-) and your registered
Organization Name. Please contact your Finance or HR Department Tax/Federal Employer Identification Number (FEIN).

is this information ? We are asking for the Organization Tax ID and Organization Name so we can assign users to the appropriate
organization in the system. After being assigned to the appropriate organization, users are given access to different tasks associated with
their organization.

« Organization Name [Example O Name |
+ Organization Tax ID Example FEIN
Organization Registration Status: Not Registered

Can't find your organization? If your,
to register your organization.
will need to re-visit this pr

anization registration status is “Not Registered", please dlick the 'Register Organization' button below
note: The Register eCIS Organization process will end when you leave to register your organization. You
create your eCIS Business Partner ID.

SACK ﬂ m

Figure 9: Organization Profile page

Register eCIS Organization: Organization Profile
1Y 2 1)
Organtzation Profile Data Release Agreement
Requised
Please provide the following Information about your organization:
« Organization Name Example Organization Name

Enter your 9-digit Organization Tax ID/Federal Empioyer Identification Number (FEIN) with no spaces or dashes {-). It should not be less
than 9-digits. Please contact your Finance or HR Department for Tax 1

« Organization Tax ID Example FEIN
Organization description

- Street Address 1

Street Address 2

- Gty

- State ]
«Zip Code

Program Office [ vl
- Business Category [ v]

Contact Person Information
- First Name
« Last Name

« Email Address

Enter your Organization 'Emall Address’, maximum of S0 characters.

- Primary Pnone

Business Operational Need

Please provide a brief explanation describing why you need to register the
organization. If registration Is required due to the nature of your job,
pleaze provide an overview of your job along with the tasks and/or duties

« Brief explanation you need to complete through the use of this appication. Piease note that
the brief explanation you provide wi be considered by the approver when
reviewing your request

Remaining Characters: S00

For security reasons, please answer the following question:

Question 1f today Is Thursday, what day Is tomorrow?

Answer

o pennsylvania

8
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6. Onthe Data Release Agreement page, review the Data Release Agreement and accept if you agree
to the terms and conditions. Enter your full name to e-Sign and click Finish (see Figure 10: Data

Release Agreement page).
¢ Important — The name entered as the signature must match the name entered to create
account or an error will occur.

Figure 10: Data Release Agreement page

Register eCIS Organization: Data Release Agreement

18D 2
Organization Profile Data Release Agreement

« =Required

Data Release Agreement
Below is the Commonwealth of Pennsylvania’s Data Release Agreement. You must read and accept the terms and conditions of this

agresment.
A
C Ith of Pe ylvani
Governor's Office

Subject: Number:

Commonwealth of Pennsylvania 205.34 Amended

Information Technology Acceptable Use

Policy
v

Ao Bus Pimnnsinm b
Before submitting the Organization Registration Request, you must provide an e-Signature,

What is an e-Signature? e-Signatures can be defined as any electronic process of signifying your approval, typically done by typing your name
in a spacific field as a digital signature.

Certification and Authorization for e-Signature

1 certify to the best of my knowledge that I understand my rights and responsibilities.
1 certify that all information in this application is true and comrect under penalty of perjury.

@1 have read and accept all the terms and conditions of this agreement
- Data Release Agreement O1 do not accept the terms and conditions of this agreement

1 understand that by entering my name in the field below, this acts as my legal signature. I accept the terms and conditions of the Data
Release Agreement above.

« Full Name

Your Full Name’ must be identical in all the future Name' fields and be in the format (e.g. John Doe). ’
7. A message will be displayed stating the request has been successfully submitted and is waiting on

approval. You will receive two emails: one confirming the request submission and another including
the Program Office review outcome (approved or denied).

pennsylvania

Congratulations!

You have completed the Register New Organization with eCIS Request!

Your request for a new organization is currently under review. You will receive
znother e-mail once this access is granted.

If you have any questions or issues, please contact your delegated administrator or
program office.

Please close this browser window.

10
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eClS User Registration

Once you receive a confirmation email that your organization has been approved, individuals may
begin to register for eCIS access.

The first individual user to register must be your organization’s Delegated Administrator (DA). These
individuals will be responsible for reviewing and approving/rejecting user requests for eCIS access. DAs
are specific to an Organization/Program Office Affiliation/Business Category. Each registered
organization and business category may have up to four DAs. At least one DA must be registered to
enable user registration to begin.

In order to register, you will need your organization’s Federal Employer Identification Number (FEIN)
and an active work email address.

1. From your internet browser navigate to the eCIS landing page
https://intraapps.dpw.state.pa.us/mci/

2. On the eCIS landing page, click Business Partner Login (see Figure 1: eCIS Landing page)

Figure 1: eClS Landing page

W pennsylvania

Please select one of the options below based on your user type

3. Onthe eCIS Login page, click Register for eCIS (see Figure 2: eCIS Login page)
e No need to login —just click the link under Self-service for Business Partner

Figure 2: eCIS Login page

w pennsylvania

l Usemame ‘ @ Forgot User ID

I sssss word ‘ @ Forgot Password
( N | | & edtpome ) 4
@ Register for eCIS

Q Manage eCIS Users

Self-service for Commonwealth
Employees

@ Change CWOPA Password or Hint Questions

11
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4. On the General Information page (see Figure 3: General Information page), click Next

Figure 3: General Information page

Register Business Partner Account eCIS: General Information

19 26 3 a 5 6 7
General Organization anization R er Prof ation Det 1yQ
Information Information
Welcome!

The Commonwealth of Pennsylvania is improving how it provides
online services to Business Partners. Several state agencies are
working together to establish a single Business Partner ID (8-) to
access multiple state agency sites as a way of simplifying your
experience. If you have not registered for a Business Partner ID (B-)
before and wish to create a new account, please lick the ‘Next' button
below.

What is Enterprise Business Partner Registration? This registration
allows you to create a Business Partner ID (B-) that you will use to
complete management tasks affiliated with your specific position.

Once you have completed tasks, they will be escalated accordingly in
order to receive approval.

Already have a Business Partner ID (B2 If you have already created a
Business Partner ID (B-), you do not need to create another one.
Simply dlick the link below and use the Business Partner ID and
Password you have already created to login.

Requesting eCIS Portal access with your existing
Business Partner ID (B-)? Click HERE

Click HERE to view the eCIS Registration Guide. 5

5. On the Organization Information page, enter the Organization Name and Tax ID (FEIN) (see Figure 4:
Organization Information page).
e The system will display all Business Categories currently registered under the FEIN, select the
Business Category that describes your operational function. Click Next

Figure 4: Organization Information page

Register Business Partner Account eCIS: Organization Information

16p 2 Y IR 4 5 6 7
Information Information A
- =Required

To create a new Business Partner ID, please provide the following information about your Organization:

Enter your 9-digit Organization Tax ID/Federal Employer Identification Number (FEIN) with no spaces or dashes (-) and your registered
Organization Name. Please contact your Finance or HR Department Tax/Federal Employer Identification Number (FEIN).

Why is this information needed? We are asking for the Organization Tax ID and Organization Name 5o we can assign users to the appropriate
organization in the system. After being assigned to the appropriate organization, users are given access to different tasks associated with
their organization.

- Organization Name [Example Organization ]
- Organization Tax ID Example FEIN

Organization Reglstration Status: Registered

Organization Address

Option 1 [ Select if the below option is your program office and business category
Program Office

Business Category:

option 2: [ Select if the below option is your program office and business category
Program Office

Buslness Category.

Can't find your Business Category? If your organization does not have any linked business categories or the , please click the ‘Register eCIS
Business Category’ button belovs. Please note: The Register eCIS Business Category process will end when you leave to register your
business category. You will need to re-visit this process to create your eCIS Business Partner ID.

m

12
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6. On the Organization Role page, select the type of user function to be requested (see Figure 5:
Organization Role page).
e Click one of the radio buttons to indicate the type of user role required.
- If the Administrative Business Partner user (Delegated Administrator) role is chosen, review
and accept the associated responsibilities and click the check box to confirm. Click the

second check box if you would like to request eClS access in addition to the Administrative
Business Partner role.

e Click Next

Figure 5: Organization Role page

Register Business Partner Account eCIS: Organization Role

10 2 B 3 @ A 7
General Organization  Organization Role User Profile
Information Information Information
- =Required

Administrative Business Partner Role

What is an Administrative Business Partner user? An Administrative Business Partner user is the user responsible for approving non-
Administrative Business Partners user registrations and managing user accounts within the organization. The self-registration of an
Administrative Business Partner user need to bg approved by the Department of Human Services. An organization is allowed to have four
Administrative Business Partner users. ?

Tell us about your role in your organization:

%1 am an Administrative Business Partner user (Delegated Administrator)
O1I am a non-Administrative Business Partner user

BP Administrator Responsibilities 1

Responsibilities include:
-Coordination and approval of all user eCIS registration requests
-Ensure individuals maintain the information associated with their eCIS access(contact information, etc.

-Removal of eCIS access based on a user’s status (change in user operational role or department, employment termination, etc.)
-Routine review and recertification of user eCIS access

« Organization Role

]

Check here to confirm you accept the responsibilities associated with being a Business Partner Administrator

a Check here if you would like to request access to eCIS in addition to the role of Business Partner Administrator ’

ﬂm

7. On the User Profile Information page, fill out all required information (see Figure 6: User Profile
Information page). Click Next.

Note: If your email address is already in use with another DHS account, please follow the

registration flow for an existing user. If the account associated with the email address is not yours,
contact your organization’s eCIS Delegated Administrator.

13
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Figure 6: User Profile Information page

Register Business Partner Account eCIS: User Profile Information

15 2 3D 4 el 2
General Organization Organization User Profile Application
Information Information Information Details
- =Required

User Profile Information

- Emall address

- Confirm Emall Address

- Phone Number

Secondary Phone Number

- Business Department

- Operational Fu

- Frequency of Access [none v]

For additional security, the Commonweslth of Pennsylvania requires that your 'Password’ meet
these i its:

- Password

- Confirm Password

Wnat is my Business Partner ID? Your Business Partner ID will be system-generated based on the
user profile information you provide. Once you are approved, you il receive an e-mail
containing your Business Partner ID (B-) that will be sed for future login.

2 o tas rame
lease note that the password you select here will be used for login, once your request is approved

Please enter your viork email address. If
you face issues while providing your email,
please contact your delegated
administrator. Delegated administrators
should contact their affliated DHS program
area for any issues encountered while
providing email

Enter 10 digit phone number in the
folloviing format: XO0X-XO0K-XXXX

»
[ [

o

pennsylvania
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On the Application Details page, enter a detailed description of your operational need for access to
DHS client information (see Figure 7: eCIS Application Details page). Click Next.

Information noted here will be used to determine approval for access.

Figure 7: eCIS Application Details page

Register Business Partner Account eClS: Application Details

Application Details

access 1o ¢l

1B 2 B 36 Y = 5 L =2 7
General Organtzation Organization Role User Profile Application User Release
Information Information Information Detalis Agreement
- Required

Please provide a brief explanation describing why you require

his application. If access is required due to the

- Business Operational Need

Remaining Characters: 500

nature of your job, please provide an overview of your job
along with the tasks and/or duties you need to complete
through the use of this apphication. Please note that the brief
explanation you provide will be considered by the approver

when reviewing your request.

8. On the User Release Agreement page, read the User Confidentiality Agreement and Management
Directive (see Figure 8: User Release Agreement page). Select that you have read and understand the

entire agreement. Enter your Full Name in the box to e-Sign. Click Next.

14
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Figure 8: User Release Agreement page

Ilgismr Business Partner Account e(IS: User Release Agreement

10 2 3 e s e
Ganaral AppRcation User Rajeasa
Intrmation Intormation Role Irformation Dotanc Agroemant

Beiow & the eCIS Lier Agreaent. You MU mad 303 S0t the 1enTE 303 CONGRIONS Of thE SgreeTenE.

Department of Human Service: Uszer Asreement

Tha value 20 seasitivity of caraia information is protected by federal and state Law aod by the serict
policies of the Deparement of Hazman Secvices (Departmeat). The inteat of these Lyws aad policies is to asvare
that confideatial information will remain conSidential throngh s use, which must be oaly a3 Secessxry 10
accomplish =therized Doparamant ecsployve business parmes wiac's daties. Doparcment information that may
includs, bt s not lizited to, fizaacial. Bealth. medical. stigibility, employes. istallecezal proparty. ccamactual
azd information of a competitive advantage zarwre, is conSdential

A: 2 condition to receiving  computer sign-on ID a8d paszword code (pazzword) and being
alewed acce: o 1 ysiem, aadior being graaied sutborizadion fo acces: azy form of confideasil
tified abore, L the igzed, agree to comply with the following term: 1nd

conditions:

Beiow & the COTTOTWESEN of Penstvans's Lier Reease Agmement (Mansgament Dmctive). You ust resd and accant
condtons of this sgmement.

MANAGEMENT DIRECTIVE

Commonwealth of Pennsylvania
Governor's Office

Subject: Number:
Commonwealth of Pennsyvania 205.34 Amended

Betore sUDTIRTNG the Exterprze Business Partner REgETION, YOU MUR DOVIce 30 e-Sgnsture.

Decial fed 2 8 AGta spnstue.
CaTtcatonand kanotIion SfeSEanre

1cenity, o the best of my adiities, that I underand My #0"s 3nd resonsbiltes.
1caity thet 31 Ifommeton N ths Eterpize Business Partner REgETION i ts 373 CONRCE Lnder Dansty of Degury.

i X @1 nve ma3 373 underRood this e agement 3nd agTe to 3UGEDY €
User Release Agreement 10 not sccest the terms 303 CONIEIONs of ths spreeTet

ICHRS S B S BRIk NS T S0 et e L IO W | M S S L
(Mensgement Drectve) adove 303 the rTs 3nd ME5D0NEDIRIES 373 5)7ee L0 thase temms 25 Rated.

R Swreicai o s pr J n

Wnat isan &~ Sgnazums can de defned 2 3y SIECIONIC SOCeRs Of SQVAING YOu 30r0va, Typicaly done Dy typing your name in

v

he temms and
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9. On the Security Questions page, select and answer the three security questions (see Figure 9: Security
Questions page). It is important you remember the answer to these questions as you will use them
to access your account if you forget your password. Scroll down to answer the security question.

Click Finish.

Figure 9: Security Questions page

Register Business Partner Account eCIS: Security Questions

Security Hint Questions and Answers
Select the Security Questions from the drop down menus below. These Security Questions are used in the event
password

Please remember that answers MUst be identical to how the answer you provide beiow in future Login attempts

- Security Questions 1 Please select 8 security question
« Answer 1
- Security Question 2 [Piease select & security question 7
« Answer 2.
- Security Question 3 [Piease select & security question v
- Answer 3

For security reasons, please answer the following question:

Question 9, twenty seven and twenty one: the 15t number is?

Answer

10 20 £l =3 aD s D L =3 79
General Organization  OrganizationRole  User Profiie Appiication User Release Securtty
information information Information Detaits Agreement Questions
- Required

that you forget your
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10. When you have finished, a message will be displayed stating the request has been successfully
submitted and is waiting on approval. You will receive an email noting the outcome of your request.
If approved, your Business Partner ID will be emailed to you.

m pennsylvania

Congratulations!

You have compieted the eCTS Business Partner Reglsiration Aeguesti

Y¥our request for 2ccess to the eCTS appication is curmentiy erider review. Yau wil recelve
anothar @-mall once acoess = grantad.

If you have any quastions or issues, pleass contact youwr dalegated administrator or program
office.

Please close this browser window.
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Existing Commonwealth Account Users
eClIS Organization Registration

1. From your internet browser navigate to eClIS landing page
https://intraapps.dpw.state.pa.us/mci/

2. Onthe eCIS Landing page, click Business Partner Login (see Figure 1: eCIS Landing page).

Figure 1: eClS Landing page

w pennsylvania

Please select one of the options below based on your user type

3. Onthe eCIS Login page, click Register for eCIS (see Figure 2: eCIS Login page)
e No need to login — just click the link under Self-service for Business Partner

Figure 2: eCIS Login page

w pennsylvania

Keystone Key Self-service for Business Partner
| Usemame ‘ © rorgot userip
Password ‘ ﬂ Forgot Password

M & catproie [

ﬁ Register for eCIS

ﬁ Manage eCIS Users

Self-service for Commonwealth
Employees

o Change CWOPA Password or Hint Questions
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4. On the General Information Welcome page (see Figure 3: General Information page), click Requesting
eCIS Portal access with your existing Business Partner ID (B-)? Click HERE.

Figure 3: General Information page

Register Business Partner Account eClS: General Information

19 2 B 3 4 5 6 7
General Organization
Information Information
Welcome!

The C: of is improving how it provides
online services to Business Partners. Several state agencies are
working together to establish a single Business Partner ID (B-) to
access multiple state agency sites as a way of simplifying your
experience. If you have not registered for a Business Partner ID (B-)

before and wish to create a new account, please dlick the ‘Next’ button
below.

What is Partner i This

allows you to create a Business Partner ID (B-) that you will use to
complete management tasks affiliated with your specific position.
Once you have completed tasks, they will be escalated accordingly in
order to receive approval.

Already have a Business Partner ID (B-)? If you have already created a
Business Partner ID (B-), you do not need to cregte another one.
Simply click the link below and use the Busjne artner 1D and
Password you have already created to logij

Requesting eClIS Portal access with your existing
Business Partner ID (B-)? Click HERE

Click HERE to view the eCIS Registration Guide.

5. On the Identity Manager Landing page, enter your user name and password (b- account) and Login
to the eCIS registration process (see Figure 4: Identity Manager Login page).

Figure 4: Identity Manager Login page

W pennsylvania
ereare ey
I Usemame | O Forgot User ID

ﬂ Forgot Password

= | e
[ t ] &  Edit Profile

Self-service for Commonwealth

Employees

g_) Change CWOPA Password or Hint Questions

6. On the Organization Information page:

e Your existing b- account information will be prepopulated.

e If your organization has not yet been registered for eClS, there will be no Program Office or
Business Category listed (see Figure 5: Organization Information page), click Register Business
Category button.

e Or, if you do not see the appropriate Program Office and Business Category (see Figure 6:
Organization Information page), click Register Business Category button.

e A pop-up window will appear, click OK to continue with registering a Business Category.

e After leaving the Organization information page, you will be taken to the Organization Profile
page. Enter all required fields (see Figure 7: Organization Profile page).
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- Select the Commonwealth Program Office with whom you do business from the drop
down.

- Select the Business Category that aligns with the services you provide from the drop down
list.

- Enter a detailed description of your operational need for access to DHS client information.
Information noted here will be used to determine approval for access to eCIS.

- Click Next.

Figure 5: Organization Information page

Manage My Profile | Busi Partner M, t

Request Access Business Partner Account eCIS: Organization Information

1 L] 2 [> 3 4
nization Organization Role User Profile U
I tion

To request access for eCIS, please select a business category from the list below:

Organization  Fyjsting
Organization Name
O A User Account

Organization Email INformation

Can't find your business category? If you don't see your business category, or your organization does not have any business
categories registered, please clickzhe 'Register Business Category' button below to register your business category. Please note: after
registering your business cat » you will need to re-visit this process to request access to eCIS with your Business Partner ID.

[ wext | Seancei]

Figure 6: Organization Information page

| Manage My Profile I Business Partner Management

Request Access Business Partner Account eCIS: Organization Information

1 ] 2 O 3 4
mﬁm Organization Role User Profile Information Js
I tion

To request access for eCIS, please select a business category from the list below:
Organization Existing
[¢] ization Na
rgamzation "M User Account

Organization Address K
Organization Email Information

Option 1 []Select this box if the information below matches your business category
Program Office:
Business Category:

Can't find your business category? If you don't see your business category, or your organization does not have any business categories
registered, please dlick the 'Regisgpr Business Category’ button below to register your business category. Please note: after registering your
business category, you will 0 re-visit this process to request access to eCIS with your Business Partner ID.

Register Business Categon|
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Fi

gure 7: Organization Profile page

Manage My Profile | Business Partner Management

Associate eCIS i Cat y: O i ion Profile

1 & 2 i

Organization Profile Data Release Agreement
« = Required

Please provide the following information about your organization:

+Organization ID  Existing
Organization Name  User Account Information
“Program Office v
Category V]

Requester Contact Information

User ID
e Existing
LastName ;o0 Account Information
Email Address
Primary Phone

Business Operational Need

Please provide a brief explanation describing why you
need to register the organization. If regusmnon is
required due to the nature of r job, use ide an
*Business Operational Need overview of your job along vn the 1a: or duns
you need to complete through the use ofdus application.
Please note that the brief explanation you provice will be
considered by the approver when reviewing your request.

»

Remaining Characters: 500

pennsylvania

DEPARTMENT OF HUMAN SERVICES

7. Onthe Data Release Agreement page, review the Data Release Agreement and accept if you agree
to the terms and conditions (see Figure 8: Data Release Agreement page). Enter your full name to e-

Sig

n. Click Finish.

Important — Name entered as the signature must match the name entered to create account or

an error will occur.

Figure 8: Data Release Agreement page

Manage My Profile | Business Partner Management

Associate eCIS Business Category: Data Release Ag
1 (13 2 «
Organization Profile Data Release Agreement
« = Required
Data Release Agreement

Below is the C: ith of dvania’s Data Release You must read and accept the terms and conditions of this agreement.

~

MANAGEMENT DIRECTIVE

Commonwealth of Pennsylvania
Governor's Office

Number:
205.34 Amended

Subject:
Commonwealth of Pennsylvania
fe Technol

v

Balim.

Before submitting the Business Category Request, you must provide an e-Signature.

e-Signature? e-Signatures can be defined as any electronic process of signifying your approval, typically done by typing your name in a specific
field as a dvgnzl signature.

Q"and"ﬁor‘,

I certify to the best of m) ledge that I my rights
1 certify that all mforrnauon in this application is true and correct under penalw ofpequry

D Rel @1 have read and accept all the terms and conditions of this agreement
Apea— (1 do not accept the terms and conditions of this agreement

1 mnsund that by entering my name in the field below, this acts as my legal signature. I accept the terms and conditions of the Data Release Agreement
al 3

“Full Name
Your ‘Full Name’ must be identical in all the future 'Name' fields and be in the format (e.g. John Doe).

[ eack ] rien ] Seena]
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8. A message will be displayed stating the request has been successfully submitted and is waiting on
approval. You will receive two emails: one confirming the request submission and another including
the Program Office review outcome (approved or denied).

pennsylvania

Congratulations!
You hawe completed the Assoriate eC1S Business Category Request!

Your request 1o a0d & rew Business Caleqory 1o an axaling anganizalion 8 curméntly under
review. You will receive another &-mail once this réquest i3 reviewed.

IF yoid Nwe By qUEStIoNS oF issues, pease contacl your delegated sdministralaor of fragram
office.

Please close this browser window.
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eClS User Registration

Once you receive a confirmation email that your organization has been approved, individuals may
begin to register for eCIS access.

The first individual user to register must be your organization’s Delegated Administrator (DA). These
individuals will be responsible for reviewing and approving/rejecting user requests for eCIS access. DAs
are specific to an Organization/Program Office Affiliation/Business Category. Each registered
organization and business category may have up to four DAs. At least one DA must be registered to
enable user registration to begin.

In order to register you will need your organization’s Federal Employer Identification Number (FEIN)
and an active work email address.

1. From your internet browser navigate to the eClIS landing page
https://intraapps.dpw.state.pa.us/mci/

2. On the eCIS Landing page, click Business Partner Login (see Figure 1: eCIS Landing page)

Figure 1: eClS Landing page

W pennsylvania

Please select one of the options below based on your user type

3. Onthe eCIS Login page, click Register for eCIS (see Figure 2: eCIS Login page)
e No need to login — just click the link under Self-service Business Partner

Figure 2: eCIS Login page

W pennsylvania

Keystone Key Self-service for Business Partner

I Usemame ‘ © Forgot userip

Password ‘ ﬁ Forgot Password
[ LOG ] & EditProfile K
ﬂ Register for eCIS

ﬁ Manage eCIS Users

Self-service for Commonwealth
Employees

@ Change CWOPA Password or Hint Questions
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4. On the General Information Welcome page (see Figure 3: General Information page), click Requesting
eCIS Portal access with your existing Business Partner ID (B-)? Click HERE.

Figure 3: General Information page

Register Business Partner Account eCIS: General Information

19 2 B 3 4 5 6 7
General Organization t application De - ot
Information Information
Welcome!
The C of ing how it provides

is
online services to Business Partners. Several state agencies are
working together to establish a single Business Partner ID (B-) to
access multiple state agency sites as a way of simplifying your
experience. If you have not registered for a Business Partner ID (B-)
before and wish to create a new account, please dlick the ‘Next’ button
below.

What is ise Business Partner Regi ion? This

allows you to create a Business Partner ID (B-) that you will use to
complete management tasks affiliated with your specific position.
Once you have completed tasks, they will be escalated accordingly in
order to receive approval.

Already have a Business Partner ID (B-)? If you have already created a
Business Partner ID (B-), you do not need to cregte another one.
Simply click the link below and use the Busjn rtner ID and
Password you have already created to logij

Requesting eCIS Portal access with your existing
Business Partner ID (B-)? Click HERE

Click HERE to view the eCIS Registration Guide.

5. On the Identity Manager Landing page, enter your user name and password (b- account) and Login
to the eCIS registration process (see Figure 4: Identity Manager Login page).

Figure 4: Identity Manager Login page

w pennsylvania

Keystone Key Self-service for Business Partner
I‘ S I

@
I Password | ﬁ Forgot Password
[ f ] R Edit Profile

Self-service for Commonwealth

Forgot User ID

Employees

Q Change CWOPA Password or Hint Questions

6. On the Organization Information Page, all eCIS Business Categories registered with the FEIN will be
listed, select the Business Category that describes your operational function (see Figure 5:
Organization Information page). Click Next.
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Figure 5: Organization Information page

| Manage My Profile | Busi Partner M

Request Access Business Partner Account eCIS: Organization Information
1 ™ 2 B 3
nization Organization Role User P
I tion
To request access for eCIS, please select a business category from the list below:

4

ofile Information

Organization Existi ng

Organization Name
Organization Address User ACC? unt
Organization Email Information

Option 1 []Select this box if the information below matches your business category
Program Office:
Business Category:

Can't find your business category? If you don't see your business category, or your organization does not have any business categories
registered, please dick the 'Register Business Category’ button below to register your business category. Please note: after registering your
business category, you will need to re-visit this process to request access to eCIS with your Business Partner ID.

[ next | Cancei |

7. On the Organization Role page, select the type of user function to be requested (see Figure 6:
Organization Role page)
e Click one of the radio buttons to indicate the type of user role required
If the Administrative Business Partner User (Delegated Administrator) role is chosen, review
and accept the associated responsibilities and click the check box to confirm. Click the
second check box if you would like to request eCIS access in addition to the Administrative

Business Partner role.

e Click Next.
Figure 6: Organization Role page
Manage My Profile I Busil Partner M t
Request Access Business Partner Account eCIS: Organization Role
1 (93 2 & 3 (93 4
Organization Organization Role User Profile Information  User Release Agreement
Information

* = Required
Administrative Business Partner Role

What is an Administrative Business Partner user? An Administrative Business Partner user is the user responsible for approving non-Administrative Business
Partners user registrations and managing user accounts within the organization. The self-registration of an Administrative Business Partner user need to be
approved by the Department of Human Services. An organization is allowed to have four Administrative Business Partner users.

Responsibilities include:
Coordination and approval of all user eCIS registration requests
Ensure individuals maintain the information associated with their eCIS access(contact information, etc.)

Removal of eCIS access based on a user’s status (change in user operational role or department, employment termination,
etc.,

)
Routine review and recertification of user eCIS access

Tell us about your role in your organization:
.0 S @®1 am an Administrative Business Partner user (Delegated Administrator)
s (I am a non-Administrative Business Partner user
Check here to confirm you accept the responsibilities associated with being a Business Partner Administrator

Check here if you would like to request access to eCIS in addition to the role of Business Partner Administrator

»

[ seck ] wext ] Sane]
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8. On the User Profile Information page, enter all required information and click Next (see Figure 7:

User Profile Information page).

Note: Information included here will be used to determine approval for access.

Figure 7: User Profile Information page

Manage My Profile | Business Partner Management

Request Access Business Partner Account eCIS: User Profile Information
1 8 2 B 3 & 4
- A

Role User Profile Information ~ User Release Agreement

-
Information

* = Required

FirstName  Exjsting
st ieme User Account
Phone Number  Information
Secondary Phone Number
“Business Department |
~Operational Function

quency of Access [rone v
Remaining Characters: 500

User Profile Information

Please provide a brief explanation describing why you require access to this

application. If access is required due to the nature of your job, please provide an
*Business Operational Need overview of your job along with the tasks and/or duties you need to complete

zhrcmg: the use of this application. Please note that the brief explanation you
provide viill be considered by the approver when reviewing your request.

[~ maac ] wext ] cancei]

9. On the User Release Agreement page, read the User Confidentiality Agreement and Management
Directive (see Figure 8: User Release Agreement page). Select that you have read and understand the
entire agreement. Enter your Full Name in the box to e-Sign. Click Finish.

Figure 8: User Release Agreement page

Manage My Profile | Business Partner Management

Request Access Business Partner Account eCIS: User Release Agreement

1 (] 2 B 3 (3 4 L]
izati O ion Role User Profile User Release
Information Information Agreement

+ = Required

Below is the eCIS User Agreement. You must read and accept the terms and conditions of this agreement.

Department of Human Services User Agreement

The value and sensitivity of certain information is protected by federal and state law and by the strict
policies of the Department of Human Services (Department). The intent of these laws and policies is to assure
that ft will remain through its use, which must be only as necessary to
accomplish authorized Department employee/business partner user’s duties. Department information that may
include, but is not limited to, financial, health, medical, eligibility, employee, intellectual property, contractual
and information of a competitive advantage nature, is confidential

As a condition to receiving a computer sign-on ID and password code (password) and being
allowed access to a system, and/or being granted authorization to access any form of confidential
information identified above, I, the undersigned, agree to comply with the following terms and
conditions: >

Below is the C Ith of 's User Release A Directive). You must read and accept the terms and conditions of
this agreement.

MANAGEMENT DIRECTIVE

Governor's Office

subject: Number: v

Before submitting the Enterprise Business Partner Registration, you must provide an e-Signature.

What is an e-Signature? e-Signatures can be defined as any electronic process of signifying your approval, typically done by typing your name in a
special eld 3 a digital signature.
Centification and Authorization of e-Signature

I centify, to the best of my abilities, that I understand my rights and responsibilities.
I centify that all information in this Enterprise Business Partner Registration is true and correct under penalty of perjury.

@I have read and understood this entire agreement and agree to abide by it

“User Release Agreement _ "
A Ol do not accept the terms and conditions of this agreement

1 agree that by entering my name, this acts as my legal signature, and 1 acknovledge that I read and understand the User Release Agreement
(Management Directive) above and the rights and responsibilities and agree to these terms as stated.

~Full name
(Full Name should be identical to user profile and should be in specfied format (firstname lastname).)

[ oo ] rein e
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10. When you have finished, a message will be displayed stating the request has been successfully
submitted and is waiting on approval. You will receive an email noting the outcome of your request.
If approved, your Business Partner ID will be emailed to you.

Congratulations!

You have compietad the Request eClS Business Partner Access)

Your reguest for 2coess to the eCIS applicetion i currently under review. You will recemve
anEther &-iMail oS sieess i granted,

If yiu hizve By Guestions or SSues, please eonladt your delegated Bdministrator ar
prograrm office.

Please close this browser window.
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|dentity Manager Console
Logging In

Identity Manager (IDM) is where user and organization management occurs.

1. From your internet browser navigate to the eClS landing page
https://intraapps.dpw.state.pa.us/mci/

2. Click Business Partner Login to navigate to the eClIS login page (see Figure 1: eCIS Landing page)
Figure 1: eCIS Landing page

w pennsylvania

Please select one of the options below based on your user type

3. Onthe Keystone page, click Manage eCIS Users (see Figure 2: eCIS Login page)
e No need to login — just click the link under Self-service for Business Partner

w pennsylvania

Username | o Forgot User ID

Figure 2: eCIS Login page

I Password | ﬁ Forgot Password

L OGIN

Edit Profile

Register for eCIS

Manage eCIS Users i

Self-service for Commonwealith

D D

Employees

p Change CWOPA P. d or Hint Questi

4. On the Identity Manager login page, enter your user name and password (b- account) to Login to
the Identity Manager console (see Figure 3: Identity Manager Login page).

DEPARTMENT OF HUMAN SERVICES
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Figure 3: Identity Manager Login page

w pennsylvania

I Usemame | O Forgot User ID

@ Forgot Password

[ i ] R  Edit Profile

Self-service for Commonwealth

Employees

@ Change CWOPA Password or Hint Questions

Manage My Profile

Under the Manage My Profile tab the user can change their email, password, security questions, and
view their user agreement by clicking on the links in the left hand navigation pane or the short-cuts in
the main panel. Follow the instructions on the screen for each option.

There is also an online help manual link to assist with completing the manage profile tasks.

| Business Partner Management . r . Manage My Pmi"iie E Business Pariner Management |
~ Tasks =

Change Email
Change Password Manage My Profile
Change Security Queshons

v VA .\ b
View User Agreement
2 2 (7]

Change Email Change Password Change Security
Questions
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Business Partner Management

Manage Organization

Under the Manage Organization task, a user may associate a new business category to their
organization.

| Business Partner Management [ Manage My Profile f Business Partner Management |
— : H L il

= Manage Organizations

Associate eCIS Business Manage My Profile
Category

' Manage Users

View eCIS User Agreement >.< K b

Change Email

Change Password Change Security

Questions

Manage Users

Under the Manage Users task, a user may request promotion to, or demotion from, a Delegated
Administrator role. Follow the instructions on the screen to complete the task.

Business Partner Management [ Manage My Profile [ Business Partner Management |
e =G = 2

Manage Organizations
= Manage Users Manage My Profile

Request Promote/Demote
2 » 2 ﬁ 2

Business Partner Access
eCIs
Change Password

\iew eCIS User Agreement

Change Email Change Security

Questions

View eCIS User Agreement

The eCIS user agreement and management directive presented during registration may be viewed
here as a PDF. Click the View eCIS User Agreement link to view.

Business Partner Management ? [ Manage My Prufiie [ Business Partner Management |
T =i = 2

Manage Organizations

= Manage Users Manage My Profile
Request Promote/Demote

Business Partner Access
eCIs
Wiew eCIS User Agreement A o a a

Change Email Change Password Change Security

Questions
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Delegated Administrators Only

Home Page — Tasks and Work List
The Home page provides access to view current and previous registration work items.

: Business Partner Management ’ Home l Manage My Profile l Business Partner Management |

' Tasks

View My Submitted Tasks
View My Work List Home

View My Work List

Manage My Profile

2

Change Email Change Password Change Security
Questions

=, A, O

The My Submitted task, allows a user to search for work items by several criterion. Follow the
instructions on the screen to search for work items.

Business Partner Management ' Home l Manage My Profile [ Business Partner Management |

' Tasks

View My Submitted Tasks
Search for submitted tasks:

“iapproval tasks performed by Validate
[where task name | |
[JWhere task status  equals v
[IWhere task priority equals Low b

P [Zsubmitted between|8/5/2015 0:00|and|8/5/2019 23:5¢
[show unsubmitted tasks
[[1Show approval tasks
[[]search archive of submitted tasks
and return at most ﬁ_ﬂ-a}_ rows Search
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The View My Work List contains pending registration work items.

Business Partner Management | Home | Manage My Profile | Business Partner Management

View My Work List

Status - Name « Last Updated On - Initiated By - Workflow Level
O First Level Approval - Modify user " (b-example) " 8/8/19 4:07 PM (b-example) Event Level Workflow
Refresh

1. Click on the request to open the full registration request.

e Confirm the individual is within your organization and fits the business category selected
(see Figure 1 for below for a current b-account user and Figure 2 for a new user account
request).

e Evaluate the User Information provided justifies the need for eCIS access.

e Add comments as needed.

e Select a decision from the drop down box.

e Click the Approve or Reject button as appropriate (these buttons will appear after a
decision is selected).

¢ An email notification with the outcome of the request will be sent to the user.

e The request will be automatically sent to the appropriate Commonwealth Program Office
Representative for processing.
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Figure 1: Current b-account user request

Busi Partner I [ Home [ Manage My Profile I Busi Partner M t

Request Access Business Partner Account eCIS - Level 1 Approval: (b-example)
View My Work U+ Request Access Business Partner Accourt eC1S - Lave' 1 Approval (b-example)

Title: First Level Approval - Mdify user * (b-example)
Item State: Available
Initiated by: (b-example)
Created on: 8/8/19 4:07 PM

You can choose one of the following options:

Please select a decision above
Reserve Item Reserve the work item and remove it from work lists of other approvers
Reserving this work item removes it from work lists of other approvers.,
| Profile | Approvers l
* = Required

An existing Business Partner user has requested access to eCIS with the following information. Either Approve, Reject, or Reserve the work item.

If applicable, please add any notes in the "Comments’ section below. These notes will be sent to the Business Partner if the work item is rejected.

User Information

., |

User ID (b-example)
First Name First
Last Name Name
E-Mail address Example email )
Primary Phone 328-038-1844
Mobile Phone
Business Department Example
Operational Function I
T Operational Need ol
Frequency of Access daily
User Agreement MD 205,08/08/2019 16:07:31 PM,

Organization Information

Organization Add address
O ization Email email
Program Office Example Program Office
Business Category iness Category

Provided Access

Application Role Assigned: Example eCIS Role

Comments
If applicable, please add any notes in the "Comments’ section below. These notes will be sent to the Business Partner if the work item is rejected.

Enter Comments Here
*Decision |Please select a deasion... v|

[ Pieseestect» decion sbovs | Rerere riom | =hose™>

pennsylvania
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Figure 2: New User Account Request

Partner

o pennsylvania
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Home Manage My Profile Partner

Register Business Partner Account eCIS - Level 1 Aooroval:(b-example)
View My §

Wk Lt o ghier Bt Partowr oot o015 - Lt 1 Agpeovid - (b-example]

Title: First Level Approval - Registerng user (D-example)
Item State: Available

Initiated by: (b-example}
Created on: B/12/19 3:12 PM

You can choose one of the following options:
Please select a decision above

Reserve Item Reserve the work tem and remove It from work [ists of other approvers

Reserving this work item removes it from work lists of other approvers.

Profile | Approvers I

+ = Required

A Business Partner has created an Organization Requast with the following infarmation. Either Approve, Reject, or Reserve the work item.
If appicable, piease add any notes In the ‘Comments’ section below. These notes will be sent to the Business Partner If the work item Is rejected.

User Information
Organization | Example

user 10 (b-example)
First Name First
Last Name Last
E-Mail address Example email
Primary Phone 717-321-3214
Mobile Phone
Business Department Example
Operational Function Example
Frequency of Access weekly
User Agreement MD 205,08/12/2019 15:13:06 PM,

Organization Information

Organization Tax 10 Example FEIN

Name (p in system) Example Name

by user) Example Name

Address E ple address

ple Name

ple email

Name Example Business Category
email Example email

Name (

Program Office Example Program Office
Category Example B

Category

Brief explanation

Example explanation

Brief explanation

Provided Access

Application Role Assigned: Example role

ts

|

If appicable, please add any notes In the ‘Comments’ section below. These notes will be sent to the Business Partner If the work item Is rejected.

Enter Comments Here

*Decision [Plezse select 2 decision... v]
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Delegated administrators will also receive an email notification when users within their organization
and business category submit an eCIS registration request. A link to the Identity Manager login page
will be included in the body of the email. A sample email is provided below.

From: automatedmailDONOTREPLY @ pa.gov [mailto:automatedmailDONOTREPLY @ pa.gov]
Sent: Friday, August 09, 2019 11:06 AM

To:

Subject: Action Required: Request for Register Business Partner Account eCIS
Approval: OU=NonFEINOU : b-exatester

Please do not reply to this e-mail, all replies are sent to an unmonitored account.

A new eCIS Business Partner Registration Request, created on 08.09.19, requires your
approval. This request has been added to your work list. More information about the request
is below:

Username: b-exatester has initiated a request for approval on 08.09.19.
First Name: Example
Last Name: Tester

Program Office:
Business Category:

Please login via this link to take further action on this request.

Business Partner Management
Delegated Administrators have additional functionality under the Business Partner Management tab.

Under the Manage Organization task, Delegated Administrators may request to update their
organization’s address. Follow the instructions on the screen.
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| Business Partner Management l Home [ Manage My Profile
Tasks o ) -

* Manage Organizations
Associate eCIS Business Home
Category

Update eCIS Orgamzation
Address

» Manage Users

eCIS View User

Reset User Password

View eCIS User Agreement

View My Work List

Manage My Profile

Change Email

Business Partner Management |

N, D,

Change Password Change Security

Questions

Under the Manage Users task, Delegated Administrators have the ability to revoke eCIS access for

users in their organization and business category.

Delegated Administrators also have the ability to reset a password for users in their organization and

business category. Follow the instructions on the screen.

- Tasks

Manage Organizations

= Manage Users Home

Request Promote/Demot
Business Partner Accgy
eCI5

Revoke eCIS Application
Access

eCl5 View User
Resst User Password

View My Work List

View =CI5 User Agreement

Manage My Profile

>

Change Email

]

| Business Partner Management | Home [ Manage My Profile I Business Partner Management |

N, D,

Change Password

Change Sacurity
Questions
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