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General conventions and typographical standards

Item

Convention

What to Use

Buttons, fields, menus,
options, selections and
user input.

Bold, capitalisation as required, e.g. Type
b in the Gen field and click OK.

Select Print from the File menu.

Manually apply

Commands Courier New 10 point bold, colour is dark | The Command
magenta, €.g. character style
# /sbin/init.d/openmail stop
and
Format c:

Emphasis Boldltalic, e.g. Do not drink the water. Manually apply

Filenames, volumes
and paths, script, code
etc.

Courier New 10 point (sometimes 9pt due

to space) blue, e.g.
c:\windows\system\

The most appropriate
of the six Ascii styles
(4 paragraph and 2
character styles)

Important information
- Notes and Caution

Notes commence with . and have a blue
line above and below.

AutoText entry Note

AutoText entry

Caution is the same except it commences | Caution

with @ and lines are red and double.
Keyboard keys Bold in square brackets, e.g. [Enter]. Manually apply
Messages or responses | Courier New 10 point and boxed, e.g. The Messages style

received from the
system

Do you really want to quit?

Reference - external

References to other documents are italic

AutoText entry

and commence with E‘, e.g. See the Reference
Notes Application Developer’s Guide.
Reference - internal Are italic and use two Word cross- Apply using Word

references, one to heading number and the
other to heading text.

Cross Reference
facility

Titles, window and
screen names, dialog
boxes, titles, icons etc.

Initial capitals, except where the title
needs to conform to the actual system
being documented.

Manually apply
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1. Document Control

1.1 Versions

Version Release Date

1.0

2.0

3.0

4.0 20/12/2005

4.1 3/1/2006

5.0 28/06/2019

7.0 19/12/2005

7.1 3/1/2006

8.0 24/06/2019

1.2 Authorisations

Name Position Signature Date
Madonna Team Leader and 24/06/2019
Doherty Licensing Specialist
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2.1

2.2

2.3

eBusiness Organisation Authority Guide

2. Introduction

Purpose and Scope

The purpose of this document is to describe the responsibilities of the Organisation Authority
(OA); and to outline the procedures to be followed to fulfil these same responsibilities.

All Organisational Authorities must be familiar with and follow the procedures outlined in the
document to ensure the fluid administration of the Department’s eBusiness environment.

Obtaining the latest version of this document

External business partners may obtain copies of this document from the appointed
Departmental contact for their application.

Audience

This document is for use by:

* The Department’s business area managers responsible for the development of
eBusiness applications;

*  Application (Technical) Project Managers;
*  Application Development staff;
e Organisation Authorities; and

e Internal business areas and external business partners and their staff engaged in
supporting the Organisation Authority structure.
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3. Delegated Administration Model

Administration of the Department’s eBusiness environment is a complex task and this
complexity is likely to increase as additional applications and users are connected to the
environment. This complexity arises from the necessary security measures required to support
external access to the Department’s systems. A centralised administration model was
considered during the formulation stage, but was rejected on the basis that a central
administrator would have limited direct knowledge of the applications, organisations and users
for which he/she would be responsible.

Instead, administration of the Department’s eBusiness environment has been setup with the
capacity to allow for many of the administrative tasks to be conducted by the individuals with
the greatest interest in the correct administration of these tasks. In other words, the management
of the Department’s eBusiness environment is based upon a Delegated Administration Model.

Under this Delegated Administrative Model, there are a number of key roles associated with
the administration of the eBusiness environment:

* A User is a departmental person, or an individual from a business partner of the
department, or a member of the public who has a need to access the Department’s
eBusiness applications. Users of eBusiness are responsible for user ‘self-care’.

* An Organisational Authority is a departmental or non-departmental person who
manages key administrative tasks on behalf of their division, region, business unit or
external organisation, who have potential & registered users using the eBusiness
environment;

* An Application Administrator is a departmental person responsible for managing one
or more applications within the eBusiness environment; and

e The eBusiness Administrator is a departmental person appointed from the
Information Services Branch (ISB) and is responsible for the high-level management
of the eBusiness environment. Help Desk staff have a similar role to the eBusiness
Administrator.
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4.1

4.2

eBusiness Organisation Authority Guide

4. Roles and Responsibilities

Organisation Authority Role

The role of the OA applies to both departmental business areas and external business partners.
The OA role is to validate and manage user and organisational matters related to their business
area in respect of eBusiness. The OA is seen as a key local resource having inherent knowledge
and capability to undertake the initial screening of applicants requesting registration within their
organisation, as well as, being a conduit of information about organisational change for their
organisation and users.

The implementation of the OA structure ensures that all user and organisational related matters
are dealt with and are kept current and accurate.

The roles undertaken by the primary or secondary OA are essentially the same. There is value
in delegating the OA role, in that; the secondary OA would be a backup to the primary OA in
situations where the primary OA is unavailable for a period of time due to, for example,
recreation leave or sick leave.

Organisation Authority Responsibilities

A cornerstone to the administrative model is the presence of Organisation Authorities. These
people have the following responsibilities:

*  Verifying the identity of an unregistered user; that is, their bona fides (Is the person
who they claim to be?);

* Validating the organisational and role details of the unregistered users request for
registration (Is this the actual job they are doing?);

* Verify that the employee’s job/position within the agency warrants them to have
access to the requested eBusiness application (Should this staff member have access
to that application?);

* Maintaining the organisational details of their organisation (for example, has the
organisation changed its name);

*  Maintaining the currency of the registered eBusiness users for their organisation (for
example, advice on de-registering user accounts); and

*  Further delegate the OA role to secondary organisation Authorities where necessary
(this applies to primary OA’s only).
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5. How Business areas select an
Organisation Authority?

Success in the management of users is premised on the appointment of key individuals to
undertake the role of the OA and to have in place an OA structure. OA’s are appointed from
each of the Department’s business areas and external business partners.

The delegated model is hierarchical in nature, and any organisation/business area may have a
primary and secondary OA’s. The Primary OA may choose to create child organisations of the
parent and each child organisation can have a primary and secondary OA’s. Each organisation
can be associated with a parent organisation. The OA of the parent organisation can create child
organisations. The Primary OA for the child organisation could, in turn, create one or more
secondary OA’s to support that organisation.

The OA could appoint one or more secondary OA’s within their work unit or business area.
Alternatively they could create child organisations for each of the business/ program areas and
appoint a Primary OA to each.

For external business partners, the following example would apply. The Southern Health Care
Network will have a primary OA. The Primary OA can create many child organisations such
as Dandenong Hospital, Hampton Rehabilitation Hospital, Kingston Centre and Monash
Medical Centre and so on; and each child organisation would have a primary OA appointed and
they may wish to appoint one or more secondary OA’s.

Business areas and business partners will be asked to nominate a key person(s) within
their organisation to be appointed as an OA. This is a mandatory requirement in order
for business areas and business partners and their staff to have access to any eBusiness
application.
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5.2
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What to consider in selecting a suitable OA?

A suitable OA should have knowledge of, or access to information to make the following
assessments on behalf of the organisation:

*  Confirm the bona fides of the employee as part of the registration process (that is, that
the person is who they claim to be and that their role description accurately reflects
their position within the agency). Access to HR related information and or knowledge
of employees would be beneficial; and

* Sufficient knowledge and understanding of their own organisational structure.

In addition, the role requires that the OA have access to:

* An internet configured PC to use the Department’s eBusiness User Registration
Application or Departmental PC on HSNet (the Department’s private network); and

* His/her own email account (not generic or group account) for administrative purposes.

Who Approves a Registration Request where no
OA is Appointed?

If an unregistered user submits a request for registration and this person is not linked to an OA,
the responsibility to validate the Registration Request will be forwarded to the Application
Administrator whose application has been requested in the registration form. As well as
validating the registration request, the Application Administrator will also need to determine
whether to grant or deny access to their application.
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6.1

6.1.1
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6. Roll-Out Strategy for Implementation
of the OA Structure

External Business Partners

Business partners will be required to agree and sign a “Deed of Confidentiality” as a mandatory
requirement to access the eBusiness environment. The purpose of the “Deed of
Confidentiality” is to ensure that business partners, whose staff will use the Department’s
eBusiness applications, have in place measures and practices that will augment security of the
Department’s data when it is outside the Department’s physical control.

The Deed will be entered into by an organisation and will apply to those eBusiness applications
developed specifically for access by the Department’s business partners. The Department’s
business partners will be required to agree and sign the deed before their organisation will be
registered in the system and access granted to those specific eBusiness applications. Staff from
an organisation not willing to sign the deed will not be given access to the Department’s
eBusiness business partner applications, although some application administrators may grant
access to registered members of the public.

The deed further requires that all Organisations nominate at least a ‘Primary’ OA for their
organisation. Appointment of an OA is a mandatory requirement for access to any ebusiness
business partner applications.

The OA process works in the following way

Prior to an application being released into production, the business application owner will need
to provide to the eBusiness Administrator a list of internal business areas and external business
partners who will have access to their application.

The eBusiness Administrator, on behalf of the application owner, will verify if an OA is
required for those business areas or organisations. An eBusiness information kit, including the
“Deed of Confidentiality”, will be forwarded to the organisation requesting that this deed to be
signed and an OA be nominated.

Upon receipt of the signed Deed, the eBusiness Administrator will register the organisation and
their nominated OA’s onto the eBusiness User Management system. From that time onwards
all registration requests to access the eBusiness applications will be forwarded to the nominated
OA for validation.
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7. Accessing the EUS Administrative
Application

Organisation Authorities must be registered eBusiness users and must have access to the EUS
application.

To access the eBusiness Login button follow these steps.
1. Open the browser on your PC

2. Click on the address box and type in the following URL : http://www.dhhs.vic.gov.au and
press Enter

The URL will take you to the main Department of Health and Human Services Internet
Homepage.

3. You may wish to store this URL for future access. Please follow the instructions provided
by your browser.

D ~ @& & | [ Home | Department of Heal.. [

DHHS.vic

#® OURSERVICESw NEWS PUBLICATIONS ABOUTUSw CAREERS

Aspiring for all Victorians to be
healthy, safe and able to lead a life
they value

The Department of Health and Human Services

delivers policics, programs and services that
support and enhonce the health and wellbeing of all

Victorians.

A Heatthaterts  3aprzoe Poisonous InMelbourne [ (@]

News
. : " Factory fire in Campbellfield
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Q .

4. Enter ‘eBusiness’ in the Search field and press Enter or click the Search icon

# OURSERVICES¥ NEWS PUBLICATIONS ABOUTUSY CAREERS

SRdsinees _

Search results

2 results found

eBusiness Portal

. eBusiness Portal The department hos a number of ... These applications are being made available from the DHS
" . a secuire that .. for the conduct of the business of the Department. eBusiness
portal login Log in to the eBusiness portol . This

dhhsvic.gov.au/ebusiness-portal

5. Click on the eBusiness Portal search result

DHHS.vic

# OURSERVICESw NEWS PUBLICATIONS ABOUTUSw CAREERS

Home / Aboutus / Doing business with us /

eBusiness Portal

Print &  Shae o

The department has a number of computer-based applications that are, or will be in the future, available for use
over the Internet by management, staff and volunteers of funded agencies

These opplications are being made available from the DHS “eBusiness” IT infrastructure, a secure environment that allows
managed access to previously internal software applications, The department’s computer systems are provided for the conduct
of the business of the Department.

eBusiness portal login

Log in to the eBusiness portol 7.
0g eBusiness portol G

Click on the eBusiness Portal login link
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The system then displays the eBusiness login page.

State Government of Victoria, Australia, Department of Human Services

eBusiness Login

_( i Login ] Conditi of Use I Monitoring of Computer Services ) Help I

Username l:l > I want to register
> I forgot my username

[J 1 have read, understood and agree to abide by the Conditions of Use and

Monitoring of Computer Services. > Iforgot my password

For information relating to this page contact: DHS enquiry information
Authorised by: Director, Information Management and Technology, Corporate Services Division

Copyright | Disclaimer | Privacy Statement | Department of Health and Human Services Home | DHHS Search

Enter your username and password and the eBusiness Portal page appears.

Deparmment ot iesn &

eBusiness Portal

Home My profile  Addiional applicaion access  Change password  Help

Subme Feedack
s (Produstion - Azure
applicarion {Production - Az

e mice

q
Frerpise

[EEereervrise user senvice - £u:
Enterprise Use

erfSecApp] Description

arament | Conitons of Usa
I ko

EUS should appear as one of the applications in the left side panel.
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8. Validate Registration Requests

This section describes the steps taken to validate or reject a user’s validation request.

Organisation Authorities are notified by email when there are requests awaiting their
attention.

From the menus on the left of the page, select Validate Registration. The system displays a
list of outstanding requests.

Department of Health & Human Services

eBusiness Administration

Validate Registration Request

Grant Application Access
o validate each request. please click on the Name field or Request ID field for each request isted. Viewthe detaits of the request and proceed to "Validate" or "Reject" the request.

Organisation Management

P Request ID  Request Date Name Role Type Contact Number
86937 117062018 Paul FacUaT employee 90950000

O 86939 12/08/2019 testsitoa al Employee asaaa
seoat 13/05/2019 testsitoa al Employee aaaas

Request Manzgement scais 14/08/2018 dihdhfdn dryhdrhrdeh Employes sesd5asssss

Page[i Jof 1 - [io~

Request Tracking

Help

Logout

Copyngnt | Disclaimer | Privacy statement | Victoria Oniine
©2019 State Government of Victoria
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To process a request click on the request id and additional detail appear.

Department of Health & Human Services

eBusiness Administration

Vadate Registration

Grant Application Access

Organisation Management
Appiication Management
User Management

st Managemen
Request Tracking
Help

Logout

/

\

request.

Validate Registration Request

Personal Details

Given Name: Paul
Middle Name:

Preferred Name: Paul

Family Name: FacUAT

Email fac@anhs.vic govau
Phone(BH) 50960000

Mobile Phone:

Private Address: o

Organisation Association Details

Organisation Name: TesWUATEUSOrgBennyStreet

Role Type: Employee
Role Description: Tester
Position Phone:

Position Fax:

Position Email

Application Access Request Details

Application Name:
Additional Comment:

Funded Agency Channel - Financial(3.0.0)

Accept&Validate | Reject || Cancel

From here, the Organisation Authority needs to confirm the following prior to validating the

1. The person is who they claim to be;

2. The person works for the said organisation and their role is accurately reflected
within the registration request; and

3. Determine if the person’s job/position within the organisation warrants them to have
access to the requested eBusiness application.

The Organisation Authority cannot alter any details at this point. The options are to cancel
the process and return to the list, or the Organisation Authority can validate or reject the

request.

If the request if validated, the request is removed from the list and the workflow continues.

Department of Health & Hum

eBusiness Administra

G

Organisation Management
Application Management
User Management
Request Management
Request Tracking

Help

Logout

Copyright | Disclaimer | Privacy statement | Victoria Oniine
©2019 State Government of Victoria

Validate Registration

Validate Registration Request
Selected Request

Role Description

Request Date Name Role Type

11/06/2019 Paul FacUAT Employee Tester

Confirm to Validate

You have selected Validate request. To proceed with this action please press the Confirm button. Press the Cancel button if you do not wish to proceed with this action.

Suomit | Cancel
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If the request is rejected, a new page appears allowing the reason for the rejection to be
entered.

Department of Health & Human Services

eBusiness Administration

Reject Registration Request

Grant Application Acce:

Selected Request

Organisation Ma

Request Date Name Role Type Role Description
Appiication Management

110612019 Paul FacUAT Employee Tester
User Management
Request Management Reasons for Rejection

You have sefected fo refect s request. To proceed wih his acton, please provide reasons for efection below and clck the Confirn button, Click the Cancel butfon fyou 6o it wish fo proceed it tis action. (The reject
ReguestTracking reason wil be sent to the requester by email)
Help
Logout
submit || Cancel

The requestor will receive an email containing details of the rejection, including the reason.

The primary reasons that an Organisation Authority should reject a request is if they are in
doubt that the requestor is the person they purport to be, or that the details they have
submitted are incorrect.
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9. Manage Organisations

This facility is intended for use by Organisation Authorities to manage information about
their own organisation, and for the eBusiness Administrator to manage information about all
organisations.

It provides the functionality to search for organisations, view and edit the details of an
organisation, register new organisations, assign Organisation Authorities and manage the

association between organisations.

The Manage Organisations facility is accessed via the EUS Administrative application and the
Organisation Management menu.

Finding Organisations

The Find Organisations page is always the starting point for organisation management.

Department of Health & Human Services
Viciora

eBusiness Administrations

Find Organisation

Type Part of an oigans:

“huma efum resas
Organsaton Management
i

Organisation Type — A ¥

Wil 1M A CIcK 'SeArch’ 10 dispay AN DIGANISAIONS I 1D IS IF you 316 SEArching text Al e organisalo name contains, 31 @ * I 1ot of e 1t &
iepariment of Heaith & Human Servires.

1@t lop-level oty

Qrganisation sarvicas ——
Organisation Ciass

SAMS Agency Number

Show Closed Only

Seamh | Clear Fomn

There are thousands of Organisation records in the directory, so a general search with no
criteria is slow and a poor method of finding an organisation.

The Organisation Name field allows limiting the search to organisations with names starting
with the word(s) entered in this field. EUS ignores case.

The Get Top-Level Only check box allows limiting the search to organisations that have no
parent organisation. This is only about 10% of the total number of organisations.

The various pick lists allow organisations of certain types or services to be selected.

The Show Closed option allows closed organisations to be excluded from the search.
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The results set of the search is displayed in summary format.

Department of Health & Human Services

eBusiness Administration

Validate Regisiration -
: Organisation Search Results

Organisation Management Click on an organisation's name to view more details and register chiid organisations.

e — ik on the B B8 symbols 000 o the parent and chikdren organisations of the selected organisation

User Management

Name Phone Email Closure Date
R e 123Kids Pry Ltd (03) 979 5793 | pksoehotmail.com
179 Napier Street Hostel Association Inc (03) 9695 5229 marie@nsacs org.au
Request Tracking 128 b First Avenue (03)5743 6125 ebiz@dhs vic.govau 1771072012
3 Apples Childcare Centre Pry Lid (03) 9836 5928 03applesgmail.com
Help 360Edge Pry Limited 1300388184 icole@360edge.com.au
4GR Py Lid 0402243025 beth@4grnetau
Logout 9D Homecare Pty Ltd 0458101 704 v.ashar@3dhomecare.com au
A& A Childcare Centre Py Lid dekoalachildeare.com au
A Jacobs & R Mahiab 0414305440 adinakémac.com
ACN. 157980802 Pty Lid 0419584858 sharontagg@optusnet.com au
Page[i |of 512 = ~[10 v
New Searcn || Register Top Level Organisation
Copyrgnt | Disclaimer | Privacy statement | Victoria Oniine

©2019 State Govemment of Victoria

The search result page shows the total number of records found and has navigation links at the
bottom of the list to jump to different pages. The list can also be re-ordered by clicking on a
column name, and clicking a 2" time on the same column displays the list in reverse order.
For example, clicking on the Name icon reverses the order of the organisations.

Department of Health & Human Services

eBusiness Administration

Valcate Regstration .
! Organisation Search Results

Organisation Management Click on an organisation's name to view more details and register child organisations.

e Click on the Y [ symbols to goto the parent and children organisations of the selected organisation.
|
User Management
Name Phone Email Closure Date

Request Management 200 support 0488963063 | anneGzoesupport com au

Zinnath Corporation Pty Lid zinnath@optusnet com.au
Request Tracking Zhengting Educational Investment Pty Ltd  (03) 9802 7428 kidzplayonhighourybigpond.con

Minerva Community Services Inc. 0352242003 _reception@banwoncasa org
Help Zammit support services 0417155708 fiona loschiavo@omegasupport.ca

YWCA Victoria (03) 8341 8700 | berriman@ywea.net
Logout YWCA Housing 0383418700 | berriman®@ywea.net

Yuvam Australia Pty Lid paradisekidsce@gcaneb,com au

Yuille Park P-8 Community College 53305555 paige clete caedumall i gov.au

Ysas Pty Lid 03 9415 8381

Page[1 |of 512 » »[10v

NewSearch | Register Top Level Organisation

Copyright | Disclaimer | Privacy statement | Victoria Onine.
©2019 State Govemment of Victoria
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Find Associated Organisations

Some organisations have a ‘parent’ organisation, and some can have ‘child’ organisations.
The arrows on the left of the results page allow the organisational tree to be navigated.

For example, clicking on the =4 against ‘Baptcare Ltd’ in the list displays its ‘child’

organisations.

Department of Health & Human Services

eBusiness Administration

Validate Regisration -
Organisation Search Results

Organisation Management Ciick on an organisation's name to view more detais and register chid organisations.

T Click on the Symbols to go to the parent and children organisations of the selected organisation.

User Management .
Name Phone Email Closure Date
e et Family Services Division of Baptcare 93733800 | nbliss@baptcare.org.au
Page[i jof 1 o

Request Tracking
Hep New Search || Register Top Level Organisation

Logout

Copyright | Disclaimer | Privacy statement | Victoria Online
©2019 State Government of Victoria

Each of these ‘child’ organisations has a symbol, which moves back up to the parent

level. Clicking on the ‘child’ organisation =4 symbol allows any lower level organisations to

be viewed.
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View and Edit Organisation Details

The organisation name link in the Find Organisations results page allows details of the
selected organisation to be viewed and updated. For example, selecting the ‘Family Services
Division of Baptcare’ link would display its details.

Department of Health & Human Services

eBusiness Administration

Valicate Regstration

Organisation Details
g 3 The x ndicates required nformation

Appiication Management For mutt-selectlsts, hold down the Ctri-Key to select or e-select multple options.

User Management Organisation Details

Request Management

Organisation Name * Servic ¢ Baptcar
T Family Services Division of Baptcare
*
- Primary Org Authority 13247 LDAP Data Issue Find User
elp
Secondary Org Authority Find User Add User
Logout
= | Remove ser
Atteiniativg Names (one Previously known as Abercare Family Services
per line)
Farent organisation 011200 Bapteare Lid Find Org |
SAMS Agency Number
Organisation Class *
Organisation Type
University
Welfare - Multi-Service
Sector Health
Housing
Wertare.
Organisation Services Acute Health Services
Adoption & Permanent Care
DHHS Relationship e
Regulated
Other Details
Australian Business
Number (ABN)
Web URL.
Address Details
Address 25 Norwood Crescent
Address Place Moonee Ponds
Adaress Postcode. 038
Adress state v

Address Country

Australia

Postal Address
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and then:

Postal Address Place
Postal Address Postcode
Postal Address State

Postal Address Country

Contact Details

Phone.
Fax
Email

Closure Date (dd/mmiyyyy) B

e Register Chilg Organisation | Back 1o Search Results

Organisation Authorities and the eBusiness Administrator use this page to:
* Register a new organisation as a ‘child’ of the current organisation.
» Edit the organisation details, such as the name.

* Change the Organisation Authority or add or remove Secondary Organisation
Authorities.

*  Alter the ‘parent’ organisation.
* Record the closure of the organisation.

Note that Organisation Authorities are not authorised to do all these tasks.
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Registering a New Organisation

Organisation Authorities can only register ‘child’ organisations of their own organisations.
The EUS Administration Organisation Management tool allows this once an organisation has
been located by clicking on the Register Child Organisation button.

The eBusiness Administrator has the additional access level to register new top level
organisations by selecting the Register Top Level Organisation button on the search results
page.

Department of Health & Human Services

eBusiness Administration

Organisation Management -
¢ ¢ Organisation Search Results

Application Management Giick on an organisation's name to view more details and register chid organisations,

e Glick on the [EJ (B symbols to go to the parent and children organisations of the selected organisation

Request Tracking

Name Closure Date

Help

123Kids Pry Lid

Logout 17/10/2012

360edge Py Limited 1300988184
4GR Py Ltd 0402243025 bethe.
9D Homecare Pty Lid

A& A Childcare Centre Pty Lid
A Jacobs & R Mahlab 0418305440
ACN. 157980802 Pry Ltd 0419684868

CooonEEnEEsE

Page[T |of 511 » m[10 v

New Search || Register Top Level Organisation

Copyright | Disclaimer | Privacy statement | Victoria Online
©2019 State Govemment of Victoria
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10. Manage Users

This facility is intended for use by the eBusiness Administrator, Application Administrators
and Organisation Authorities to find, view and edit user details and revoke application access.

The Manage Users facility is accessed via the EUS Administrative application and the User
Management menu.

Finding Users

Selecting User Management displays the following page:

Department of Health & Human Services

eBusiness Administration

Find User

Type either just the frst part of the user's name or s whole name and click 'searchto display matching users in the list. If you are searching text that the name contains, add a *in font o the text e.g. “vid, the search wil retum
results such as David

Given Name
Family Name
Email

Organisation Name

Organisation Services -
Role ype -

Role Description

Search || Clear Form

Find User allows the administrator to locate users by selecting one or more criteria. Although
the system will search for unspecific selection criteria, there are thousands of users in the
directory, and large searches may time out prior to returning a result.
The options for searching include:

* Selecting for users of a particular application

* Selecting by entering a username (or part of a username)

e Selecting by Given Name or Family Name (or parts of)

» Entering a particular email address

* Selecting for users from a particular organisation (by Organisation Name or by
attributes of a particular organisation)

* Selecting for users with particular role types, role descriptions or role email addresses
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The search results page contains a summary list of all users that match the search criteria,

ordered by Username.

Department of Health & Human Services

eBusiness Administration

Organisation Management

User Search Results

Click on n user's name to view more detais.

Application Management

User Management

Request Tracking uuID

ds7a  alaw2sit
Help 420296 |alar2804
1306 alan0sos

Logout 421091 alaw
31402
4983
us232
7164
u73ss
d3808s
uiies:
atiers
arasss
uisiq0

ui6ai2  alanbolion

New Search

Copyrgnt | Disclaimer | Privacy statement | Victoria Oniine
©2019 State Government of Victoria

Title Given Name Preferred Name Family Name

Narracout
Laragy-walker
Lang

Lawes

L
Prime.

Bolion

Page[i Jof 6 = w15 v

Phone
0398435000
0354213100
0352329210

03-9096-0223
0353335648
0303423950
0352789211
0396517205
0350223125
90967199
58228100
83197435
1300536330
0429993374

The results page shows how many matching records were found, and provides navigation
options where the results don’t fit on a single page.

The results can be reordered by clicking on a column heading, and ordered in reverse by

clicking on the same heading a second time.
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Viewing and Editing User Details

Details of a user can be displayed by clicking on a user name in the search results page. The

following page will appear, although Organisation Authorities and Application

Administrators do not see all of the attributes displayed here.

Department of Health & Human Services

eBusiness Administration

Organisation Management

Appiication Management

User Management

Request Tracking

Help

Logout

User Details

Save | Backio Search Results

The  Indicates required information
For multi-select lsts, hold down the CiriKey to Select or de-select multipie opions.

‘Any changes should be saved before modiying the users organisational roles or application access. If not, the changes will be lost.

Personal Details

Tite
Given Name *
Middle Name

Preferred Given Name Aan
Family Name * Srooker

Previous Names

Preferred Email alan.brooker@ahs vic.govau

Business Hours Phone 9096719
Mobile Phone Number
Pager Phone Number

Pager Number

Scrolling down displays:

Private Address Details

Private Address

SuburbiTown

state
Postcode

Country Australia

Security Details

Privacy Commitment:
Your Date of Bith s coleted for securty purposes to confirn deniiy and will ot be divuiged o anyone for any other purpose
*

Date of Birth(da/mmiyyyy) 11106/1953 ] (commyyyy)

Privacy Commitment:
Gender s callected for secy purposes {o confim idenily and wil not be divuiged fo anyone for any oiher purpose.
* Female ® Male

Privacy Commitment:

The Personal Secret Question and answier are collected to llow for confirmation of ety in the event o a forgatten password. It willnot be ivuiged to anyone for any other purpose.
*

Personal Question Maiden Name of Mother

PersonalAnswer R
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and then:

User Attributes
Username alan brooker
wuip ut1653
Last Access

User Type =

New Password

Enabled No ves
Registered Yes ONo
Suppress Emails Yes ONo

Save | Backio Search Results

Any changes that are made should be saved before modifying the user's organisational roles or application access. If not, the changes will be lost.

User Organisational Roles

Org Re o Name O Role Org Role Description
111305 |DHS Children Youth and Families Division _ Employee Policy Advisor
Add New Role

The eBusiness Administrator can see all attributes except the user’s Password, and can edit all
attributes, including the Password (to reset it), but excluding the Username, UUID and User

Type.

Clicking on an Organisational Role link allows details of a current organisation role to be
displayed and edited or deleted.

Department of Health & Human Services

eBusiness Administration

Organisaion Management
Application Management
User Management
Request Tracking

Help

Logout

Copy
©2019 State Gover

The Add New Role button allows the recording of a new organisational role.

Victoria

User Organisation Role
Please il n al the requred informatin.
The  inicates requied information

‘Submitting this page will generate a request. The request must be validated by the relevant organisational authority before any changes occur.

Organisation Name DHS Children Youth and Families Divisi

Organisation Type

*
Role Type Employee
Position Phone
Position Fax

Position Email alan brooker@chs vic govau
Employee Number
Role Description Poliey Aavisor

save | Delete | cancel

The page shows all applications the user can access. The eBusiness Administrator and
Application Administrator can revoke this access from here.
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10.3 Validating Changes to User Details

Where users change identity or role details such as their name or their organisational role,
their Organisation Authority is notified that these changes require validation.

Organisation Authorities can view and validate or reject requests by accessing the EUS
Administrative application and then selecting Request Management.

Department of Health & Human Services

eBusiness Administration

Validate Registration

List of requests

Grant Application Access
Click on the request 1D 1o view each one.

Organisation Management

RequestID  RequestDate  Status Update Date Originator
2 03/04/2019 New 41000044
27 03/04/2018 New 41000044
41000095
u1000124

Applcation Management

User Mana

Request Management 104
105 1000124

Request Tracking 134 1100413
145 20/05/2018 ul100412
Help 2 03/04/2018 NEW 1000024
106 23/05/2018 NEW 1000383
Logout. 107 23/05/2018 NEW 1000383 Change Name

Page[t |of2 » w10 v

Copyright | Disclaimer | Privacy statement | Victoria Oniine:
©2019 State Government of Victoria

The request types are:
* New Organisation Role: an existing user has recorded a new organisational role.

*  Modify Organisation Role: an existing user has modified their organisational role for
the existing organisation.

e Change Name: an existing user has modified their name.

In each case, details of the request can be displayed by selecting the Request ID. Because the
requests are different, the information displayed also differs.
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For New Organisational Roles the details page is:

Department of Health & Human Services

eBusiness Administration

Validate Registraion .
¢ Request Details

Grant Application Access Request Type New Organisation Role
Request Date/Time 1200712019
Organisation Management o
RequestID 51389
Application Management Request status. NEW
Originator TestKtenManNewButtonill KIAUtOManB(u1100412)
User Management
Organisation testktenanualorga(o1100043)

Request Management Role Type Board Member

Role Description

Request Tracking Employee Number
s Position Phone 0422008872
Position Fax
Logout Position Email david muivogue@oon com au

Accept & Validate || Reject | Cancel

ight | Dis
©2019 State G«

imer | Privacy statement | Victoria Online
vemment of Victoria

For a changed Organisational Role request, the details are:

Department of Health & Human Services

eBusiness Administration

Validate Registration

Request Details

Grant Application Access Request Type Modity Organisation Role
Request Date/Time 105
Organisation Management “ 2900512019
Request ID. 145
Application Management Request status. NEw
originator TestitenManNewBUtonIl KIAUOMang(u1100412)
User Management
Organisation TestKlenManualOrg1(01000000)

Request Management Role Type Ciient

Role Deseription

Request Tracking Empoyes Numper

Help Position Phone
Position Fax

Logout. Position Email kundana tenali@dhhs vic gov.au

Accept & Validate | Reject | Cancel

Copyright | Disclaimer | Privacy statement | Victoria Oniine
©2019 State Government of Victoria
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For a changed name request, the details are:

Department of Health & Human Services

eBusiness Administration

Validate Registration

Request Details

Gran Appcaton Acess Reaquest Tpe Ghangs Name
RequestDatermme 2scsots
Onganiseton Wanagement
Request D 0
Aopicaton aragemert Requeststaus New
originstor TestentianUATXI KiAUanu100038%)
Useranagement
Given name TesicentianUATX
Frefered Given tame e
Wicct Name
R e Family Name KtAutoMan
ep
Logout sccestsvaicate | meect | cance

Copyright | Disciaimer | Privacy statement | Victoria Oniine
©2019 State Government of Victoria
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11. Request Tracking

This facility is intended for use by the eBusiness Administrator, Application Administrators
and Organisation Authorities to find, view and action user requests.

The Request Tracking facility is accessed via the EUS Administrative application and the
Request Tracking menu.

Selecting Request Tracking displays the following page:

Department of Health & Human Services

eBusiness Administration

Track Requests
Appiication .

Type either just the frst part of the user's name of s whole name and click 'search {o display matching users in the fist. If you are searching text that the name contains, add a * in font of the text e.g. Vi, the search wil retum
results such as David.

Organisation
Request Date Range (ddimmiyyyy)

status

search | Clear Form

Track Requests search page allows users to locate requests by selecting one or more criteria.
Although the system will search for unspecific selection criteria, there are thousands of
requests in the directory, and large searches may time out prior to returning a result.
The options for searching include:

* Selecting for request of a particular application

* Selecting by entering a username (or part of a username)

e Selecting by Given Name or Family Name (or parts of)

* Entering a particular email address

* Selecting for users from a particular organisation

* Selecting for users with particular role types, role descriptions or role email addresses

* Selection of requests raised between particular date ranges, by default 7 days range
from current date.

* Selection of requests of users based on the request status category
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The search results page contains a summary list of all requests that match the search criteria,
ordered by Request Date.

The search results list is based on the role of the user logged into the EUS:

e Organisation Authorities will see all requests for their organisations, and validate or
reject pending requests.

Department of Health & Human Services

eBusiness Administration

Organisation Management
e Request Tracker Search Results

Application Management Click on an Request ID to view more detalls of the request

User Management

- —
Request Request Name Status  Update Date Time _ Organisation Name Name Pending With
Request Tracking 11/06/2019 86935 Goofey Dang (goofey.dawg) N 17/06/2010 074543 Tes nter £Us (VAT

11/06/2019 86936 Goofey Dawg (NEW) [ 13/06/2019 08:04:03 EUS (UATNo Orgauth
HED 11/06/2019 86337 Paul FacUAT (paul.facuat) ISERI 13/06/2019 13:59.04
i 11/06/2019 86938 B 15/06/201317.0504 _ Deparment o o0y Manasy
2 12/06/2019 86939 IS 1 4/06/2015 10:43.05 efect 4202 te
12/06/2019 86940 I 12/06/2019 152051 Te: . TeSWATEUSCRISS?()
13/06/2019 86941 IR 15/05/2013 153312 TesSTEUSOrG3 - Defect 4202 te4TestSITEUSADDS (1)1) estsiton al
14/06/2019 86942 Heath Testman (NEW) N 1¢/06/2019 1317.28 T ) s
15/06/2019 86943 Mikey Testey (NEW) VAUD (14/05/2019 132425  TeSWATEUSOIGEDAC cris.10.0) Heath Grimshaw
14/06/2019 86944 Heath Testey (heather.testey N 1£/06/2019 133854 TestUATEUSOGEDAC TeSWATEUSCRIS(T)
Page[1 Jof 2 » =10+
New Search
Copyright | Disclaimer | Prvacy siatement | Vctoria Oniine:

©2019 State Govenment of Victoria

Organisation Authorities can action pending requests by selecting Request Id when the value
is in Bold text.
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