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Change a User Password

Overview

The default password for a new staff person is "password".

When the user logs in for the first time, she/he will be prompted to create a
personal password.

You can change the user password later if the user has forgotten his/her
personal password. The password you set on this window will
permanently override any existing password.

You can only change the password for a staff person with a Staff Type
(security level) lower than your own.
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To Change a User Password

1. Select Administration, then Change Staff Password on the MOSES
main menu bar.

@ Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MRMOSES  Career Center: Southbridge Career Center  Career Center Coordinator
File Job Seeker Employer Training Events Program Reports  Feedback  Administrati GoTe Window Help

”ﬁ.yE|E“EE@|AB|.G Change Staff Password

Change Career Center

Change MIQ Password

Change 55N

Merge Job Seekers

Merge Employers
Merge Providers
Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Invoice

2. MOSES displays the Change Staff Password window.

1. Paszwords must be 8 to 10 characterz in length
2. Pazzwords must contain characters from at leazt three of the following four
categories:
Englizh uppercasze Characters (b - £]
Englizh lowercasze Characters [a - 2]
Baze 10 digitz [0 - 9]
Mon-alphanumernic [for example: |, §, #, or &]
3. 0ld passwords may not be re-uzed
4. %au will be prampted to change vaur passward ever 90 days

— Paszzsword

Mew Password: |

Canfirn New Password: |

k. Cancel
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‘:H Change 5taff Password @

1. Pazswords must be 8 to 10 characters in length
2. Paszwords must contain characters from at least three of the following four
cateqories:
Englizh uppercaze Characters [& - 2]
Englizh lowercaze Characters [a - 2]
Baze 10 digits [0 - 9]
MHon-alphanumeric [for example: |, . #, or &)
3. Old pasgwords may not be re-uzed
4. %' ou will be prompted to change vour password every 30 days

Password

Staff ID: |MOSES101 =l

Curent Password: |

New Passwaord: |

Caonfirm Mew Pazswaord: |

Cancel

_ This windows are similar to the window that appears when a
\ﬁfA user changes his own password.
\\éﬁ = The difference is that a user with Standard Access or below
must enter their current password once, and their new
password twice.

3. Select the Staff ID from the dropdown list for the user whose password
you are changing.

4. Type a new password in the New Password field.
The password must be 8-10 characters in length.

The password is case sensitive and must use a combination of upper-
case letters, lower-case letters, numbers and non-alphanumeric
(symbols, etc..). At least three of these types.
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5. Click the OK button to save the new password and return to the
MOSES desktop.

Alert X

I:g] Areyou sure you want to save changes?

Yes Mo Cancel

MOSES will ask you if you want to save Changes, say Yes.

g/IOSES will prompt you to change your password every 90
ays.

You must change your password at that time.

You cannot use the same password again for eight
changes/cycles.

In addition, the automatic timing of this change cannot be
modified.
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To Unlock a Staff Member

1. Select Administration, then Staff Maintenance on the MOSES main menu batr.

@| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MRMOSES  Career Center: Southbridge Career Center  Career Center Coordinator

File Job Seeker Employer Training Ewents Program Reports Feedback GoTe Window Help
Hﬁ‘w@|ﬂ<¥.@@|aa|-@ Change Staff Password
Change Career Center
Change MIQ Password
Change 55N
Merge Job Seekers

Merge Employers

Merge Providers
Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Inveice

2. MOSES displays the Staff Maintenance window.

o & s

il
gl

— Type of Search
Search By To enter a new staff click the Add button. Search for an existing staff by selecting
a gearch method, entering the search criteria, and then clicking the Search
% Staff ID buttan,
" Last Name Search Criteria: ||
" Career Canter

—Search Reszults

Staff I1d Staff Type / Security Level First Mame | Last Mame Telephone

bare |

Edit | Add | Close
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3. Enter the MOSES Staff Id for the person you are looking for.

(a'l Staff Maintenance El-

Type of Search

B2

Search By To enter a new staff click the Add button. Search for an existing staff by selecting
a gearch method, entering the search criteria, and then clicking the Search
& Staff ID Buttar,

" Last Mame Search Criteria: [MRMOSES

" Career Center

Search Results

Staff 1d Staff Type # Security Level Firzt Mame Ml Last Mame Telephone

Row 1 of 1 X isinactive

Edit | | Close

4. Double click or hit Edit to open the record.

(G.H Staff Registration (MRMOSES)

Staff Registration | Security Information | Security Log Uszer Security Motes

» Staff Id: [MRMOSES Staff SSM: - -

Pagsword: [ E mail: [Mizter M ozes@detma org
¥ First Mamne:  [Mister Last Update Date: |04/01/2020  Backdating:| 60 days [default] =

Middle Iritial [ SED: 05/01/2021 Last Login: [04./16/2020
¥ Last Mame: [MOSES Completed MOSES 107 Training: [+ Inactive [
b Phane: [617] 6265303 Extry | Exempted from MOSES 101 Training [ Locked [V

Local¥ Ernpd R I Electronic Security Agreement: X

ocal Veterans Employment Representative: Manually Set SED: — Edit Links [

Disabled Yeterans Specialist: I~ NDWG Operator [~

IPASS UselD: b EOLWD Employee: | Yes € No ¥ Employer: |DCS -~
¥ CITRIX Level |Mo Profile - Ad Hoc Reporting Access I—
Locations » Selected Locations
Afd Deactivated Users Office ~ Career Center Home Office

Action for Boztan Commurity Dew.

Allstan-Brighton Resource Center - Hurley/|

American Aed Cross Southbridge Career Center v
Aszian American Civic Association

Athol DTA <

Altleboro Career Center

Bay Cowe Human Services

Behavioral Healthcare Metwork OF M aszachusetts w

oK Cancel
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5. Uncheck the Locked box.

(| Staff Registration (MRMOSES) =N =N
Staff Registration ‘ Security Information | Security Lag Uzer Security Motes |

b Staff 1d: [MRMOSES Staff SSMN: HitH-HE-

Pagsward; [+ E mnail: [Mizter.Moses@detma.org
* First Mame:  [Mister Last Update Date: |04/001/2020  Backdating: | 60 days [defaull] =

Middle Iritiak [ SED: 05/01/2021 Last Login: |04/16/2020
b Lazt Mame: [MOSES Completed MOSES 1070 Training: v [
¥ Phone: |[E1 ?] E2E-5303 Extrr | EHEI’ﬂDth from MOSES 101 Tiaining: ,_

) Electronic Security Agreement; B

Local Veterans Employment Bepresentative: [ Manualy Set SED: n Edit Lirks [

Dizabled Veterans Specialist: [ MOwG Operator I

IPASS UserlD: | » EOLWD Employes: | ™ Yez © No » Employer: [DCS |
» CITRI% Level: Mo Profile | Ad Hoc Reporting Access [
Locations ¢ Selected Locations
Add Deactivated Uzers Office ~ Career Center Home Office
Action for Bostan Community Desy.
Allztan-Erighton Resource Center 5 HurleyAMOSES Unit
American Red Cross o Southbridge Career Center v
Asian American Civic Azzociahion
Athol DTA <
Attleboro Career Center
Bay Cove Human Services
Behavioral Healthcare Metwark. OF M assachusetts v

Ok Cancel
6. Say Yes to save the changes.
Alert ot
I I Are you sure you want to save changes?
' -4
! Yes Mo Cancel
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To Create Local Programs at a Career Center

These programs may be funding sources or special services that are unique to your
career center.

1. Select Administration, then Career Center Management on the MOSES main
menu bar.

@i Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MRMOSES  Career Center: S5outhbridge Career Center  Career Center Coordinator
File JobSeeker Employer Training Events Program Reports  Feedback GoTo  Window Help

e @B Hw® EB@| s HEIG Chonge St Password

Change Career Center

Change MIQ Password

Change 55M

Merge Job Seekers

Merge Employers
Merge Providers

Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Invoice

2. The Career Center management window opens up.

Q (=[5 |pE]
tamt | Programsl Locationsl Barcode Errorsl TravelVoucherI Office Msgsl Staff Easeloadl Caze Assgmtl Conf. Eontactsl
— Career Center Mar
¥ Manager: |MOSES102 x| Phone: -
¥ Address 1: |20'west Street Email: |
Address 2: | Web Address: |
'} Fip |01060- [¥ City|Northampton Fau e
Tk State: |Massachusetts _*| Rapid Rezponze Email |mrmoses@detma.0rg
Other Details: ~
W
oK I Cancel
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3. Select the Programs tab on the Career Center Management window.

(a| Morthampton Affiliate Career Center EI@
Mgmt Programs lLocationsl Barcode Errars | Travel \r"u:-ucher] Office Msgs] Staff Easelnadl Caze As&gmtl Canf. Contactsl
Career Center Programs
¥ Program Mame Funding Source Frogram Type Created Date Aty &
PF; Huricane |mpactes ! w||JobSeeker | [11/09/2017 Add

|Returming Citizen Program

| |Job Seeker

| | /28,2020

|S urnmer “Youth Program

| |Job Seeker

| Jo #29/2020

DT [WPPF] Participant

| |Job Seeker

x| |m/23/2020

|Operation Older Person Grant

_*| |Job Seeker

| |m/29/2020

|Disability Grant

*| |Job Seeker

| |m/23/2020

Delete

R R AA KK R A

|Board Member Campary | |Employer = | |01 /2942020
|Disability E mployer | |Employer | |01 /2942020
[Healthcare Industry | |Employer v | |01 /2942020
[On The Job Training Compary | |Employer v | |01 /2942020
|Operation Older Perzon Employer | |Employer = | |01 /2942020

ar. | Cancel

Note that there are Job Seeker Programs and Employer
Programs.
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4. Click Add to add a program, fill in the correct fields.

‘3{ Morthampton Affiliate Career Center

Career Center Programs
¥ Program MName

Funding Source

Program Type

Mot Frograms ILDcatinns] Barcode Emore TravelVoucherl Office Msgsl Staff Easeload] Case.t’-‘«ssgmt] Caonf. Enntactsl

Created Date

[Hurrizane [Matural Disaster] Grant

| |Job Sesker

| |o1/2a/2020

[tspprenticeship Grant

| |Job Sesker

| |/2a/2020

[t azs Fiehab Participant

| |Job Sesker

| |/2a/2020

|On The Job Training Program

| |Job Sesker

| |/2a/2020

|Recruiting 5 olutions [nitistive [FS1) Compary | |Employer = | |01/29/2020
|Returning Citizens Grant | |Employer | |03/411./2020
|SMAP WPP Expansion Program SNAP WPP Expansion F | [Job Seeker | [10/29/2019
[RETURMING CITIZEMNS | |Employer | 0312020
ILETa | |Employer | 0312020

|Public Housing Grant

_w| |Job Sesker

_r| |D3/25/2020

=l

_r| 41642020

I-

chiv M

I Y A Y B I % Y Y Y (Y ey

Delete

SR =
Add
o |

“)g;)';‘
\\{éz’ - Note the Active check box.
" Check it to make the program / grant active or uncheck it to make

it inactive.

P

programs.
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You can use this box to temporarily deactivate seasonal
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5. Click Delete to remove a program.

Career Center Programs Confirm Deletion?

es

:I Are you sure you want to delete this program record from the system?

'\Yf‘; .
\@% = You cannot delete a program that is in use.

6. Click Yes to remove the program.

7. Click Ok to save.
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