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CWS/CMS OFFICE
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 December 2013

CWS/CMS WEB SITE – TRAINING PORTAL
Administering Logons to the Training Portal
Introduction
This document is written for CWS/CMS county SPOCs.  It provides information on administering User IDs and Passwords to the CWS/CMS Training Portal.

Overview
To access CWS/CMS Training materials, county users must sign on to the Online Training Center using a password. The Online Center is located at: 
 http://www.hwcws.cahwnet.gov/Training2/public/login.asp.
The CWS/CMS Office, User Resource Services Team (URST), has given each county’s Single Point of Contact (SPOC) the authority and responsibility to adminster these passwords for their county.  Each SPOC is given a generic User ID and Password specific to their county.  The SPOC, who has Administrator privileges, determines how to administer User IDs and Passwords in their county.  This Administrator privilege allows the SPOC to add, change, and delete User IDs and Passwords.  The SPOC will need to determine if their county will individually assign User IDs and Passwords or use a generic User ID and Password for their county.  
Reminder - User passwords expire and must be reset every 90 calendar days.
Who to Contact About Training Portal User IDs and Passwords
General User
Any county user questions about User IDs and Passwords for the Online Training Center are to be directed to their county’s SPOC.  County SPOC contact information is listed on the CWS/CMS Website on the County Contact Information page at:
http://www.hwcws.cahwnet.gov/countyinfo/county_contacts/default.asp
Single Point of Contact
If the county’s SPOC needs assistance with User IDs and Passwords or their county’s generic User ID and Password, they can contact their CWS/CMS Office System Support Consultant (SSC) located at:
http://www.hwcws.cahwnet.gov/countyinfo/county_contacts/SSC_list.asp
Using the Training User Administration Application
SPOCs administer User IDs and Passwords using the CWS Training User Administration application.   If a SPOC does not know their generic User ID or Password, they need to contact their SSC.  
To access the CWS Training User Administration application, the SPOC must go through the County Logon Area.  
1. Click the County Info tab.
2. Click on the County Logon button.
3. If you are not already logged in, enter your e-mail and password.
4. Check the “Keep me logged in” box to activate a cookie that, on the same workstation, eliminates the need to log back into this secure area for 14 days.
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Remember – passwords must be updated every 90 calendar days.
10. The guide for Administering Logon to the Training Portal is located at: http://www.hwcws.cahwnet.gov/guides/default.asp
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When you have successfully logged in, you will see the Welcome screen.


On the left menu bar, click on the “User Administration” link.  Your available links may be different from this screenshot depending on what you have access to.   
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On the right side of the screen under “User Administration” click on the “Training Users” link, you will see the CWS Training User Administration screen.


 To change the Password, highlight it and enter the new Password.  


Click the “Submit” button to activate the new Password.  The Password Expires date will automatically update.   
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