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Updating a single task or report = '

e Go to the American Data - ECS dropdown menu. e
e Then Setup > Security > Tasks/Reports
e Choose the type of task/report in the box in the upper left- setop security User

hand corner of the screen. e [ s | eyt
e Click "Display” on the left of that box. Help | T oot

Repor »[etarrepon: ]

e The list of available tasks/reports will show up in the large e Report Pancl Lockout Uses

pane in the center of the screen.
e Locate the task that you want to give the user rights to

e Right-click on it, and then choose ‘edit.’ oy - Main Access] (11| Tass/Reports ()
. . Filters - Current
e Inthe box that pops up, select "Add” in the upper right oo [Types Ao
refresh | | View Journals w ;J‘IO‘C.
corner. [Ciwiar | | Word Searching & public Heslth 1
e Pick the desired user groups from the box and then click el e B | -
‘'ok’. Hold ‘control’ on your keyboard to select more than Aee | Task/Report Type
Inactive || Activity Assessment Write New Entry Ta|
one. ADS - Attendance (Arrival) Write New Entry Ta|
. ADS - Attendance (Departure) Write New Entry Tg
e Select 'Ok” on the Tasks Sites/Groups box, and you are ADS - Charting Topics Write New Entry T
d one ADS - Face Sheet Documentation Write New Entry T3

e Remind the user to log out and back in for the change to take effect.

Updating multiple tasks or reports
1. Go to the American Data - ECS dropdown menu.
2. Then Setup > Security > Tasks/Reports

Task's Sites / Groups
3. Choose the type of task/report in the box in the e w5 | [Grom T
Al . " .
upper left-hand corner of the screen. ¥ poc Remove | | AL Financial System SUpervisor || gengue
' public Health 1 AL Manager
4. Click "Display” on the left. o st AL Med Tech
. . . . Ay AL Nurse
5. The list of available tasks/reports will show up in M e D.0.C. - Deputies
. ™ Unknown 2 D.0.C. - ECS System Superviso
the large pane in the center of the screen. D.0.C. - Human/Health Service:
. . f ' D.0.C. - Nurses
6. While holding the ‘control’ key on your Edit Screen for D.0.C. - Physician
. D.0.C. - Sergeants
keyboard, select all the tasks/reports that you Single Task et oo
want to give rights to. i Dietary Manager/RD -
7. Once the desired tasks are highlighted, right- Chng the O bton i sveamy g, | 0K one

click onto any of them and choose "Edit.”
8. The Task's Sites/Groups’ box will pop up.
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9. You will want to make sure that the
radio button on the bottom of the

Task's Sites / Groups

pop-up box is set to 'add’ and not Selsenes) e X2 || i
replace.’
10. Click twice on "Add" in the right )
corner.
11. Select user groups from the box S Gy oy
that pops up (hold ‘control’ to Multiple Tasks
select multiple).
12. Select "OK’ on the user group box,
and again on the 'Task’s
Sites/Groups’ box.

1 3 ) YO u d |d |t| | @®add (O Replace | Clicking the ‘OK’ button will save any changes. Cancel

14. Remind the user to log out and back in for the change to take effect.
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