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Operator Security

This Work Instruction explains how to use the Operator Security task in
ResourceLink. The Operator Security task can be used to reset passwords and
disable users.

Getting Started with Operator Security
Finding Operators
Resetting Passwords

A W N P

Disabling Users
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1 Getting Started with Operator Security

1.1 Select Operator Security

o NorthgateArinso Client - Menu Browser

*arameters

g Employee ~

Sumame

ritials

[ ]

NatldNo

L |

Gender

Employee Status

Search
.

| [HRPZAG-capy HRPATL 9/2/10 ; Current Menu ; UQ_SERWICE Printer ; Mok Selected lapD: [ [ | MDMENU4D [ ™=

2 Finding Operators

Search
Match  Pattisl
Operator Id

Operator Hame |

Ohsolste Date  P3/03/2010 | [ Search

[ Select

lIFrker Anarakar TH ar Barkial Cinerabar Td

2.1 Either type in the Operator field the Operator ID or window into the field.

2.2 Having entered through you can select from a list.
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Search
Match  Partial
Operator Id

Cperator Mame |

Ohsolete Date 23032010

MName

][ Search ]

Ann Alfaro
Amanda Caspari
Andrew Callaway
Ahi Craft

Mandy Coe
Mandi Budd
Adarmn Stone
Tony Gardner
Andrew Green
Alasdair Douglas
Arlette Jeffery
Tany Galsworthy
Anna Kerhoas
Anne biller

Select ] [ Exit

2.3 Scroll down the list and click on the Operator you wish to work on.

2.4 Click on Select.

Operator Security Screen

Operator BMT1YD7 : Barry Thompson

General

Operator BMT1VO7 Barry Thompson

Profile HRADMIMN Leaving Date

Details
\Wark Phone No 23824
Password Reset to WELCOME

Reset Password
Reset Password I_

Ermail Address bmt1ly07@soton.ac.uk
Email Motification

Enable/Disable
Last Logon 23/03/2010 Disabled

”Enter "y o reset password
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3 Resetting Passwords
3.1 The reset password field is within the Details section of the screen.
3.2 Click in Reset Password field
3.3 Type Y in Reset Password field.
Reset Password

Reset Password l\?

Ermail Address bmtly07d@soton. ac. uk

Email Motification INI.
3.4 Press Enter
3.5 In the Email Notification field, enter N so an email_is not sent to the

operator.
3.6 Press Enter.
3.7 Click on Save Q

x|
General
Are wou sure you want to Save?
¥es Mo
[ERRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRARRRRRIARRRARRRRARRARARRARRARRRRRT |

3.8 Click Yes
3.9 When the operator next logs onto ResourceLink they will receive the

following message:
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3.10

3.11

3.12

3.13

Resourcelink
aurara

of CTDIALOG Dialogue Box
General

¥our Password has been reset by Supervisor, Please change your password now!

Password I

‘ Change

Bassword ‘ ‘ o ‘

‘ Continue

Advise the operator to click on Continue.

of MD97W02 Change Password A
General |

A& new password is now required. This is because your old password
is out of date, or you have windowed for change of password.

Password I
Re-Enter I
Change Reason I *I

roceed

rx
7
I

The user will need to type a new password in the Password field and re-
type it in the Re-enter field.

The user must then select a reason for the change by clicking on the drop
down menu in the Change Reason field, they should select Security.

e

&% Proceed
Click on Proceed
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4

Disabling Users

4.1
4.2

4.3

4.4

4.5

4.6

Operator Security Screen

of Task - Operator Security - Operator Security Maintenance

Session  Edit  Wiew Process Display Help

=ox]

00000@=e» Dz iBaAs|E - Bost ||

Operator AAS : Ann Alfaro

General
Cperator Yt Ann Alfaro
Profile M_EF ADMIN Leaving Date

Details
Work Phone Mo 24020
Password Reset to YWELCOME

Reset Password
Reset Password I_
Email Address myview@soton, ac.uk

IEmaiI Notification M I

Enable/Disable
Last Lagon 23/03/2010 Disabled

H|‘\" indicates this operator is disabled

Enter N in the E mail Notification field as this is a Mandatory

Field

From the Operator Security screen, click in the Disabled field.

A tick will appear in the Disabled field, this prevents the user accessing

ResourcelLink.

Click on Save ‘ 6

General

Are you sure you want to Save?

Click on Yes.

The next time the user attempts to log into ResourceLink they will receive

the following message:

Page 6 of 7




UNIVERSITY OF

Southampton

aurora

Operator MS o
51
Rassiord | \ i J Ermor - Operator disabled

Change

‘ Contile ‘ ‘Eassword

4.7 To Enable the user the tick must be removed from the Disabled field in the
Operator Security screen.

o) Task - Operator Security - Operator Security Maintenance | 5[

Session Edit  Wiew Process Display Help

00002 —-LFurur[s~|E - beosd sl ?

r Operator AAS : Ann Alfaro

General
Operator AAE Ann Alfaro
Profile M_EF ADMIN Leaving Date

Details
“Wark Phone Mo 24020
Password Reset to WELCOME

Reset Password
Reset Password I_

Email Address myview@soton.ac.uk

IEmalI Notification N I

Enable/Disable

Last Logan 23/03/2010 Disabled

| I'¥"indicates this operator is disabled
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