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Vendor Administrators — adding vendor employees

Open an internet browser to: https://evolve.ncdci.gov/

Select ‘CJIS Online’
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Note: This tutorial can be found on this page under ‘CJIS Training’.

Helpful Hints:

® HELF To get help on a topic, click the help button.

ﬁ CJdIS ONLINE
L] HOME

] CIIS Online Home, Logs off account and goes to main screen.
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Select the ‘Vendor Access’ Button

The Easy Onfine Resource for CIIS Information
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Sign in with the Vendor Administrator’s email address and password (Security!1).

The Easy Online Resource for CI15 Information
21

Email Addrass: rj'\ll S_a':_:_ﬁ;f_:ﬂ

Password ¢ |¢|-n-1.nu|. e ]
EEEEEEEE
| Submit j o Resst )
EEEE R
ﬂ-‘ Fargot Password

3 Contact Support

!jf' AN GNLINE ]

Note: The local agency TAC can create the initial sign on credential for the person designated at the
vendor company who will be the company’s training records Administrator. You will contact the agency

TAC for a password reset.

Select the ‘Vendor Admin’ button.

The Easy Online Resource for CITS Information
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Note: To get help anytime click the ‘? Help’ button. ‘Contact Support’ is also available.
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Select the ‘Vendor Users Management’ button.

The Easy Online Besource for C115 Information
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Home My Info Testing Traming Test History Admin Home
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Select ‘Add New Vendor Employee’ button.

(To view your current user’s list select ‘List All vendor Employees’)

-
SERLRE
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My Info Testing Trammg Test Hislory Admin Home

Shaowring Active Vendor Fmphoyees

: Add Mew Vandar Emgloyes |[List All Vandar Employess

S |

Search By Last Name:

Show all Vandar Employeas
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Vendor Administrator-Add New Vendor Employee

TOp Section: Company Name: Southern Software
-Complete all mandatory fields marked by an asterisk* First Name: [paty | *
The vendor employees first and last name. Middle Name: | |
Last Name: [Smith [ %
Middle Section: Phone Number: [555-555-5555 |
-In ‘Level “assignment’ click the dot next to appropriate Level Assignment
level. LEVEL NAME LEVEL DESCRIPTION ASSIGN
Leve' 1 Level 1 CJIS Security  Personnel with Unescorted Access to a Physically Secure
il Locati
Personnel with Un-escorted Access to = (s oo Corpi el iy e
Physically Secure Location
(This level is designed for people who T e iy
and logical access to €11 but may encounter it in their
have access to a secure area but are dutien) %
not authorized to use Cll.)
Level 4 CJIS Security  Vendors with Information Technology Roles @
Level 2 Training (This level is designed for all vendors with information e
technology roles including system administration, security
A” Personnel Wlth Access to C_” administration, network administration. etc.}

This level is designed for people who
( g P i P Expiration Notification: [on[~] @)
do not have physical and logical
This will allow a vendor ployee to ploy in their V.

access to CJl but may encounter it in Admiin Stotas- [0
their duties.)

Finger Print Information

Level 4 Date:
Personnel with Information Email address is your user name
Technology Roles Email Address: [pmith@nonamesgencycom | *
(ThiS level is designed for all Confirm Email Address: [psmith@nonameagency.com | *
information technology personnel Password: [seseerees |+
including system administrators, Confirm Passworsd:. [T | *
security administrators, network DU | ——

administrator, etc.)

Bottom Section:
-Enter the person’s unique email address then enter an initial password you create. This will become the initial
user’s sign on credential you will need to provide them.

Click the ‘Submit’ button

Note:
Fields without an asterisk are optional

Your user’s profile has now been created and will appear on the ‘All Vendor Employees List’ mentioned on the
previous page.

You can set the password to any secure password appropriate for the agency.

Make a note of the vendor employee login credentials as you will be relaying this to them to start training.
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Vendor Administrators — reports

From the Vendor Admin home menu screen select the ‘Reports’ button.
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Copymight & 7006 Peak Performance Solutions

The Easy Oanline Resonrce for CITS Tndormation
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RESOORCES

Home My Info Testing Trainieg Test Histery Adimin Hooes

Standard Ksporis
- Test Actheity Feport - CartFication Explration Eeport - Iser Status Repork

The following report types are available. Choose the ‘Test Activity Report’, ‘Certification Expiration
Report’ or ‘User Status Report’ button.
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The Fasy Online Resource for CITS Tnformation

e
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Test Activity Report setup parameters.

Choose and enter the appropriate report criteria for the report selected and select the ‘Submit’ button.

Tip: To quickly move back to the Reports selection screen click the ‘Reports Home’ link.
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For example, to quickly view staff with no test history select the ‘Show Vendor Employees with No Test
History’ link, choose appropriate timeframe and select the ‘Submit’ button.

The Fasy Online Resource for CTIS
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Home My Info Testing Training Test History Admin Home

Expiration Report
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Show Vendor Employess with Mo Test History
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Taking Security Awareness Training

Open an internet browser to: https://evolve.ncdci.gov/

Select ‘CJIS Online’

PoweErep By
PEakK
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News & Information

ciis May 25, 2016

Validations nexTEST A D Vangations User ID

— @ — l i
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clis . Please remember that your EVOLVE/CIIS

e Ig %_J;is"i" o :’ \éilg)%ations User ID must be entered in ALL

ciis For validation assistance, please email
Documents CJIS Links EvolveHelp@ncsbhi.gov.
Peocuments

May 19, 2016
Welcome to Launch Pad

Evolve Users - Please take the validations =

Applications

Full Admin

COPYRIGHT 2015 PEAK PERFORMANCE SOLUTIONS

Note: This tutorial can be found on this page under ‘CJIS Training’. While using the CJIS Online program
use the red help button located on the navigation ribbon.
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Select the ‘Vendor Access’ Button

The Easy Onfine Resource for CIIS Information
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Vendor Users will see this login screen:

Enter your email address and password then select ‘Submit’

The Easy Online Re<ource Tar CI1TS Information
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RESOURCES

Emuil Address

e |:|
[ ]

!._ Subamat J.:_ Resst

Forgot Password
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n HOME

5 Contact Support
Copyright 1§ 2006 Paak Performance Solubons

Select the ‘Training’ button

Tha Eazy Online Recource for C11% Information
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This announcement will appear on your screenand will indicate which level of the CJIS Security
Training you have been assigned (Level 1, 2, or 4).

To continue with the training, select the ‘Begin Training’ button.

You are assigned the following training:
Level 1 CJIS Security Training
which is intended for:

All Personnel with Access to CJI
(This level is designed for people who do not have physical and logical access to CJI but may encounter it in their
duties.)

Please contact your administrator if this is not the appropriate level.

Begin Traming

The screen will be similar to this when first accessed.

Please follow the prompts to continue with the training module.

- 1. Wekome
1.1, Wesicome F
1.2, Purpees P Security -
Criminal hastios informetion ; ai.w.amﬂs"
20, Whhat | I ! Begins/

2.2 What I CHRIT | With”
2.1, Underitansing CIS

A The Intermate Informati_.
25, Liing CA

6. Restricted Dats

27, huthcrized Purposes

20 Autherized U

2.9. Tips for Handiing C3

2 0 Dectronk: Media

211, Harel Cople

2 Y Pholcally Sacurs Lacatl
213, Physically Urnerared La. .
7 W Sgancy AEgerement
LIS Imgact of i

= B Socuity Waldents Waelcome to the CIIS Security and Awarenass Training o
11, Securlty incldunt Dufinie, =2 £
B2 Securiny incldent Pollcy - I‘*H-"'l

Page 13 of 16



Once you have completed the Security Awareness Training you will see this page.

Select the ‘Exit Course’ button to close the training module.

CJIS ’ Conclusion
Online

+ 1 Weloome
v Criminal hatcn information

i 3 Teourity inddemes :
st
- & Condulan e We encourage you to always
4.1, Securing Aorem I reter to the CUS kfun'fyﬂ'ofu:r
43, Mt St - for the latest technical

Information reganding CIIS
security of if you have any
guestions about these policies

ANEEEEEREEEN

..

Once the Training Module is closed you will have access to the modules available prior to taking the test.

This time you will select the ‘Testing’ button.

The Fasy Online Re<ource Tor CTTS Tnformation
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You will be required to confirm taking the Security Awareness Training by checking the box on this page
before you can begin your test.

After checking the box, click ‘Submit’ button.

- Tour namawill appear hers

Please confirm you have taken the training necessary to take the following
exam: Level 1 CI1S Security Test

If wau would like o take the training now click this button:

F

By checking below you heve confirmed that =
wou have taken tha nacassany training for

the exam, Usars are required to complate

the security awaren=sss training eventime
bafara taking the bast. Sacurity policias ara
constantly being updated. and review of the
training is necessary.

ﬁ' W cCanfirm Training

M TITITITL

FOWERED RY

nexT

If a user fails the test, there is a 1 minute waiting period before they can re-test.
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Frequently Asked Questions

Can the agency have more than one Admin account?
Not at this time.

Is the CJIS Online training mandatory?
Security Awareness Training is required every two years and within six months of assignment
using CJIS Online.

How much does the CJIS Online Software cost the agency?
There is no monetary cost to the agency.

If | enter a vendor record or account record incorrectly, can | delete it?
No. Records can be edited, but not deleted. The agency can deactivate the account record, but
not delete the record.

How will personnel be notified to be tested again in two years?

Each individual user will receive an automated email both 60 and 30 days prior to their
expiration date on the first of the month in which the date falls. If the Admin would like to
receive these emails as well for their users, they will need to log in as an Admin and click on the
Expiration Notifications button to turn on the feature manually. This feature will cause the
system to send the Admin an email on the first of each month of all their users who will be
expiring in both 60 and 30 days.

My employees do not have a unique work email address?
The CJIS Online software requires an email address. Personnel can use a personal email address.

Whom should | contact if | have questions about the CJIS Online software?
SAThelp@ncsbhi.gov
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