ADDING A USER TO WINS

1. Loginto your WINS account. You must be a Sponsor-Admin to add another user.
Select Manage User Accounts.

Welcome Mr. Bean

Sponzor - Admin

Sign Out

Edit Your Account | | Mamage User Accounts

Anywhere Center (160140)

_

I ttns |

Sites

Shared Calendar  Budgets  Claims = Accounts

S s e Current Overview | Budget/CNFR Exemption
Edit | VWiew History Add | Manage
Sponsor (D: 160140 Program Status Status Date Specialist
FEIN: 55-5555555 Child Care Program Eligible  711/2016 Judy Larsen
Entity Type: Private
Legal Entity Type: Sole Proprietership
Tax Exempt via 501(c)3): No
RCCI- No Mo Records Found
Residential Camp: No
Tribe: No
Ststeuide erdor % SWVO00000000 _NOTIFICATIONSANDALERTS
County-District # 33 No Records Found
Congressional District:  At-Large District
Payment Method: Electronic Funds Transfer (AFRS)
Payment Status: Pay Sponsor
Last 1-in-36 Month Exemption: Unknown Mo Records Found

!

Name
Jane Doe

No Records Found

Title
Director

Phone

2. Select Create A New User.
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3. Fillin all required fields.
a. Sponsor - This will be automatically selected.
b. Username — Please enter in “FirstLast” format.
c. Password — Needs to be atleast 6 characters. Makes sure to check the User must
reset password on first sign in box.
d. Enter First Name and Last Name.
e. Enter the Primary Email Address for the user you are creating.
4. Select Next.

Creating A New User Home = Manage Users = Creating A New User

Creating A New User - Step 1 of 2

Use this form to create an account.
Please enter the information below and click the Next button.

Sponsor: |Anywhere Center v *

User Name: |PippiLongstockings *

Password -

Confimm Passwore: .
[JUser must reset password on first sign in.

First Name: :

Last Name: |Longstockings 23

Primary Email Address: |PippiLongstockings@;\wesomesauce.com x *

Cancel | Next

5. Select Create Account.

sions ~ Creating A New User Home = Manage Users » Greafing A New User

Creating A New User - Step 2 of 2

5 New User Account Summary Page

Sponsor: Anywhere Center
User Name: FippiLongstockings
Password: ="
Must Reset Password: No

First Name: Pippi
Last Name: Longstockings

Primary Email Address: PippiLongstockings@Awesomesauce.com
2nd Email Address:

Cancel | Previous Step Create Account




6. Select A Group for your user. The options are:
a. Sponsor-Admin — A Sponsor-Admin will have access to all areas of WINS, and will

be able to create other users.

b. Sponsor-User — A Sponsor-User will only have access to what you allow them to,
and they will not be able to create other users.

7. Select Submit.

Manage User's Groups

how to access their account.

Home = WManage Users = Viewing User Profile = Manage User's Groups
User Account was created OK and an Email has been sent to the user instructing them on
The user account was created. Now you need to assign access to the WINS system. Select

a security group from the list below. You may be asked to provide options. The user will be
limited to editing data in the WINS system that is applicable to the options you select.

Manage User's Groups - Step 1 of 1

Adding a group for 'Pippi Longstockings'.

User's Current Groups For WINS

= None

Sponsor: | Anywhere Cenfer w

Please enter the information below and click the Submit button.

Select A Group: @ Sponsor - Admin O Sponsor - User

Cancel | Submit

8. Your user is now created and will show up in the Authorized Users list in WINS.
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REMOVING A USER FROM WINS

1. Loginto your WINS account. You must be a Sponsor-Admin to add another user.
Select Manage User Accounts.
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2. Once in the Manage Users screen, you will see the users that currently have access to
WINS. Select the user that you would like to remove.
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3. Select Edit Sponsors

Viewing User Profile Home = Manage Users = Viewing User Profile
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4. Select Delete.

A User's Sponsors Home = KManage Users = Viewing User Profile = A User's Sponsors
Return to Pippi Longstockings' profile.
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5. You will receive this pop-up. Select OK.

A User's Sponsors Home = Manage Users = Viewing User Profile =
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6. You will be redirected to this page. You will see this message “Sponsor association
deleted successfully.” There will no longer be a sponsor associated with this user.

A User's Sponsors Home = Manage Users = Viewing User Profile > A User's Sponsors

Sponsor association deleted successfully.
Return to Pippi Longstockings' profile.
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7. When you view their user profile, you will see “not set” under sponsor. This user no
longer has access to your WINS information.

Viewing User Profile Home > Manage Users > Viewing User Profile

Delete This User
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This user is not associated with any groups.

When looking at your Sponsor Profile (main page), you will see that the user is no longer
listed under Authorized Users. Please follow these steps for any users listed in WINS that
are no longer associated with your institution/center. All Authorized Users will have
access to your WINS account until you remove them.
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