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Supervisor Guide
Sending a Request for NFOCUS access for a user to the Security

Administrator



Accessing Supervisor Checklist
1. On the DHHS Intranet go to the
Resources

3. Select the “N-FOCUS Access Request Checklist” that
pertains to your Division. The checklist users are defined on the next slide.

2. Under Resources select N-FOCUS Specific

(Division-Wide)



NFOCUS Internal Staff Checklist

• There are 4 separate checklist that can be used by the supervisor to
request NFOCUS access. However, the checklist that is relevant to the
users division and program area should be the only one used.

• NFOCUS Internal Staff Access Checklist (Division-Wide): This checklist is to be used
for users working in Child Protection and Safety (Including the YRTC’s), Development
Disabilities, Public Health, Human Resources, and MLTC.

• NFOCUS Internal Staff Access Checklist ( Foster Care): This checklist is to be used for
Resource Developers working on Foster Care cases and their support staff, as well as,
Income Maintenance Workers.

• NFOCUS Internal Staff Access Checklist (Economic Assistance): This checklist is to be
used for users determining eligibility for EA programs and Program Managing Staff.
Child Support enforcement staff would also request access via this checklist.

• NFOCUS Internal Staff Access Checklist (Financial Services): This checklist should
only be used for users in Financial Services



Filling out the Checklist (All checklists should be completed by the Supervisor not the Security Administrator)

• Fill out (All documents are PDF fillable):

• Date Checklist Submitted
• This is the date you submit the request to your

Security Administrator

• User Name

• User NIS ID

• User Job Category
• This should coincide with the Job Category

access level selected

• Access Start Date
• This is date the individual will need access.

• Supervisor Name



Selecting the
accurate access:

1. Check that the Program Area
or Division/Section/Sub-Section
are accurate.

*If the Job Category is not on the checklist under the proper division
or Program Area or if there is a need to check multiple categories see
next slide.

2. Check the yes column for the
accurate job category/job activity

- check yes to only one job category*



• If the Job Category is not under the relevant Sub-Section or access outside what
should be standard is needed:

• Fill in “the Additional comments” box at the end of the document
• Job Category is not under subsection:

• Access outside standard needed.:

Selecting the accurate access

• Only check yes to one job category, if additional access is needed it should be
identified in the “Additional comments” box.



Updating the Checklist

• All updates to the checklist should be communicated to Internal Audit
• Updates include:

• Changes in Job Categories

• Changes in Job Activities for relevant Job Categories
• (Example: more access needed due to change in job duties for a job category)

• Creation of new Job Category

• All updated checklists will be uploaded to the NFOCUS specific links webpage. Please
go to this link prior to filling out a checklist to ensure you are using the most updated
checklist.

• Internal Audit will work with the relevant contacts to update the checklists when
needed changes are identified.



Submitting the Checklist
• Once the checklist has been completely filled out:

• The supervisor should sign and date the checklist
• Printout

• Electronic – Fillable PDF

• Once the checklist is signed and dated, the supervisor should make a copy to submit to
the Security Administrator and retain the original for the employee’s records.

• On an Annual basis the supervisor should review their copies of checklists for accuracy:
• Is the current access still applicable?

• If the access is still accurate, the supervisor should indicate the date review was completed on the original
checklist.

• If a change is needed, the supervisor should resubmit a new checklist with the accurate access needed.



Security Administrator Guide
Requesting NFOCUS access for user from the Help Desk



Receiving the request

• The User’s Supervisor should provide a copy of the N-FOCUS Access
Request Checklist for the user

• Check the following: (if not completed send back to the supervisor to complete)

• The checklist is completely filled out

• The checklist is signed by the supervisor and dated

• The Security Administrator should go to this link:
• https://istweb.hhss.local/secadmin/adduser.aspx



Creating the Request
1. Fill out the relevant information:

New User

Edit User

2. Select the NFOCUS Tab and expand DHHS Internal Staff
to see the various divisions:

3. Select the correct
Division or Area.

The next couple of slides break down which checklist
corresponds with the expanded areas and
checkboxes.



These checkboxes correspond with the NFOCUS
Internal Staff Access Checklist (Foster Care)

These checkboxes correspond with the NFOCUS
Internal Staff Access Checklist (Division-Wide)

These checkboxes correspond with the NFOCUS
Internal Staff Access Checklist (Economic Assistance)



These checkboxes correspond with
the NFOCUS Internal Staff Access
Checklist (Financial Services)



These checkboxes correspond with the NFOCUS
Internal Staff Access Checklist (Division-Wide)



Last steps to creating and submitting the Request

4. Go to the Security Administrator Comments and input anything
the supervisor has written in the additional comments section from
the filled out checklist.

5. Upload a scanned or digital copy of the
user’s NFOCUS Internal Access Checklist – this
is to maintain a copy on the helpdesk portal 6. Click Submit



This completes your training of the NFOCUS
Access Request Checklist and the Site Security
Request Form-NFOCUS tab.

Any questions about the training, the format changes, or the checklist’s
can be directed to Garet Buller or Rachel Woita in DHHS Internal Audit.


