Department of Communities, Child Safety and Disability Services

Online Acquittal Support Information System (OASIS)
Maintain System Users (NGO System Administrator)

Creating New System Users
1. Select Maintain System Users from the left hand menu of the OASIS Home Page.

OASIS Home
ol Communities OASIS
Organisation

e Malntal —~T—= Welcome to the Department of Communities, Child Safety and
- —a—‘uﬂg—uie-sm Information System (OASIS).

o Help OASIS is a web-based system that is available to all organisations funded by the Department of Communitiq
« Contacts electronically maintain details and submit financial and performance acquittals to the department.

As the System for your you must:
User ID: o easily and effectively maintain information pertaining to your organisation and senices that are funded by the department

o electronically submit periodic financial reports and periodic performance reports to the depatment, including an option to i

o view a history of all inancial or performance submissions you have made to the department via OASIS

« receive reminders about dates for submitting financial and pedormance acquittals and when your Service Agreement is du

« set up and maintain User access in OASIS for members of your organisation who have the authority to become OASIS sy]

o maintain at least two current registered members of the Executive Management Committee, or duly authorised officers de
Approvers wil be required to approve organisation detail changes, financial reports, pedormance reports and other docume

Role: NGO System Administrator
Agency:

Environment:

Reminders are: On|~]

2. Select Add new entry.

System User List

1 Records Export to Excel Show expired records in list?:

First Name Surname Position Has System Account?
NGO Admin Test Yes
ad e e

3. Fillin all the required fields and then select Save

System User Maintenance

Note: The symbol . indicates that a field requires a value

* First Name: Test
Middle Name:

* Surname: User

* Position: Test User

- Email: testuser@test.com.au

- Phone Number 07 [=]3000 0000
Fax Number 07 [=]3000 0000

Secure Services Gateway Account Details

Create Login
Organisation:
Existing SSG Users:

< fama] »

- Suggested DSQ User Login:  tuser
* ODC User Id:

* Password Reminder Question: What is your last name?
* Password Reminder Answer: User

" System Role: NGO Approver [~
NGO Approver
NGO System User Enter
NGO System User View

[ save | [ camcel | [ change password |

4. The user created will now appear in the System User List.

System User List

2 Records Export to Excel Show expired records in list?:

First Name Surname Position Has System Account? Role Expired?

NGO Admin Test Yes Edit NGO System Administrator
Test User Test User Yes Edit NGO System User Enter
Add new en

The images used in this guide are for illustrative purposes only.
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Department of Communities, Child Safety and Disability Services

Expiring User Roles
1. Select Maintain System Users from the left hand menu from of the OASIS Home Page.

OASIS Home
Communities OASIS

Welcome to the Department of Communities, Child Safety and|
Information System (OASIS).

.
 Help OASIS is a web-based system that is available to all organisations funded by the Department of Communitid
« Contacts electronically maintain details and submit financial and performance acquittals to the department.

As the System for your you must:

o easily and effectively maintain information pertaining to your organisation and services that are funded by the department

User 1D:
Role: NGO System Administrator « electronically submit periodic financial reports and periodic performance reports to the department, including an option to i
Agency: o view a history of all financial or performance submissions you have made to the depantment via OASIS

« receive reminders about dates for submitting financial and performance acquittals and when your Service Agreement is. du
o set up and maintain User access in OASIS for members of your organisation who have the authority to become OASIS sy|
« maintain at least two current registered members of the Executive Management Committee, or duly authorised officers de:

Approvers will be required to approve organisation detail changes, financial reports, performance reports and other documel

Environment:
Reminders are: On|~]

2. Select Edit for the required user.

System User List

2 Records Export to Excel Show expired records in list?:

First Name Surname Position Has System Account? Role Expired?
NGO Admin Test Yes Edit NGO System Administrator

Test User Test User Yes NGO System User Enter
Add new en

3. Select Expire.

System User Maintenance

* First Name: Test
Middle Name:

* Surname: User

* Position: Test User

* Email: test user@test com au

* Phone Number o7 [=] 3000 0000
Fax Number o7 [=] 3000 0000

Secure Services Gateway Account Details
Create Login

Organisation:
Existing SSG Users:

* User Login: tuser

* ODC User Id:

* Password Reminder Question: What is your last name?

* Password Reminder Answer:  User

" System Role: NGO System User Enter[¥]
Expired: No

[ save | [ cancel Expire Change Password

4. The screen will return to the System User Details list. The user expired will no longer
appear in the list.

System User List

1 Records Export to Excel Show expired records in list?:

Has System Account? Expired?

NGO System Administrator

NGO Admin Test Yes

Add new entry

The images used in this guide are for illustrative purposes only.
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Department of Communities, Child Safety and Disability Services

Reset User Passwords
1. Select Maintain System Users from the left hand menu from of the OASIS Home Page.

OASIS Home
Communities OASIS

Welcome to the Department of Communities, Child Safety and|
Information System (OASIS).

.
 Help OASIS is a web-based system that is available to all organisations funded by the Department of Communitid
« Contacts electronically maintain details and submit financial and performance acquittals to the department.

As the System for your you must:
User 1D: « easily and effectively maintain information pertaining to your organisation and services that are funded by the department

« electronically submit periodic financial reports and periodic performance reports to the department, including an option to i

« view a history of all financial or performance submissions you have made to the department via OASIS

o receive reminders about dates for submitting financial and performance acquittals and when your Service Agreement is du

o set up and maintain User access in OASIS for members of your organisation who have the authority to become OASIS sy|

« maintain at least two current registered members of the Executive Management Committee, or duly authorised officers de:
Approvers wil be required to approve organisation detail changes, financial reports, performance reports and other documef

Role: NGO System Administrator
Agency:

Environment:

Reminders are: On|~]

2. Select Edit for the required user.

System User List

2 Records Export to Excel Show expired records in list?:

First Name Surname Position Has System Account? Role Expired?

NGO Admin Test Yes Edit NGO System Administrator
Test User Test User Yes NGO System User Enter
Add new en

3. Select Change Password.

System User Maintenance

* First Name: Test
Middle Name:

* Surname: User

* Position: Test User

* Email: test user@test com.au

* Phone Number 07 [] 3000 0000
Fax Number o7 [=] 3000 0000

Secure Services Gateway Account Details

Create Login
Organisation:
Existing SSG Users:

* User Login: tuser

* ODC User 1d:

* Password Reminder Question: What is your last name?

* Password Reminder Answer: User

" System Role: NGO System User Enter[¥]

Expired: No

o) (e [Commrem]
4. Input the New Password and then select Save.

Change Password

*New Password:

The images used in this guide are for illustrative purposes only.
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Department of Communities, Child Safety and Disability Services

5. Alink to access OASIS Publications and Resources can be found at the OASIS login
screen by selecting the OASIS link.

&Queensland Government )
ment of Communities, Child Safety and Disability Services

Secure Services Gateway

Welcome to the Secure Services Gateway for the Department of Communities, Child Safety and Disability Services.

The Secure Service Gateway manages your access to various web based systems. All Login on the systems are monitored and logged. Unauthorised attempts to access the web based systems are monitored. Any
person found to be an unauthorised user may be prosecuted

Login
Username:

Password:

The Department of Communities, Chid Safety and Disability Services wil be collecting your name and contact detals for the purpose of providing you with access to systems within the Secure Services Gateway
(SSG). The information that is collected will be stored securely and wil only be accessed by departmental employees and service providers. Your personal details will not be discosed to a third party without your
consent unless the disciosure is authorised by law. Service provider staff may have access to your personal detais for the purposes of system troubleshooting and maintenance purposes

By entering this secure website you agree to be bound by:

- The terms and conditions
- The copyright, disciaimers and privacy statements

We encourage you to familarise yourself with these Terms and Conditions before using any systems avadable within the Secure Services Gateway.
Contact us with any questions about the terms and conditions or use of the systems within Secure Services Gateway
Unauthorised attempts to access SSG are monitored and any person found to be an unauthorised user may be prosecuted.

More information and system help can be found at the below links:

- Online Acquittal Service Information System (Community Services and Chid Support Safety Support Services)
="ODC - Oniine Data Collection (Disabiity Services)

6. Alternatively, a link to access OASIS Publications and Resources can be found by selecting
the Help link once logged into OASIS.

OASIS

+ Home

« View Your
Organisation
Details and Services
Privacy

Home > Organisation Details > Service Details > ContactUs > Help
MYOB File Export Instructions for Quarterly Financial Acquittal
Quicken File Export for Quarterly Financial Acquittal
OASIS System User Manual(Pdf) for NGO Users,

OASIS User Manuals

The User Manuals above are divided into various sections based on the function you are performing in OASIS.

OASIS Information Sessions.

The Department of Communities, Child Safety and Disability Services is using a web-based teleconferencing tool called WebEx to deliver OASIS Information Sessions to NGOs. WebEx

enables the Department of Communities, Child Safety and Disability Services to run the OASIS application online and allow a number of participants to view it and participate in interactive
sessions,

User ID: test
Rolez NGO System User View

Agency: To register for a live session contact your Department of Communities, Child Safety and Disability Services representative
Environment: Test Javascript Not Installed?
Reminders are: | Off[v] For problems regarding Javascript not being installed on your PC, please click on the following link.
Download Javascript

Standard Chart of Accounts

The Standard Chart of Accounts is used for Financial Acquittals. For more information click here.

The OASIS Service Desk is available from Monday to Friday between 9.00am and 5.00pm on 1300 847 435 or email us at oasishelp@communities.qld.gov.au

7. Select the Contacts link for information about the OASIS Help Desk and other OASIS-
related issues.

OASIS Home > Organisation Details > Service Details > Contact Us
¢ Home Contact Us
* View Your

Organisation

Details and Services For technical issues relating to QASIS, including all requests for NGO Administrator logins:

 Privacy «  Contact the OASIS IT Servicedesk between 9.00am and 5.00pm
= Phone: 1300 847 435

= Email: oasishelp@communities.qgld.gov.au

For service delivery issues relating to the outputs and activities you achieve under your service agreement:

User ID: test

Role: NGO System User View Communities Funded Services

Agency: « Contact a Community Support Officer from the local Department of Communities, Child Safety and Disability Services Regional Office.

Child Safety Funded Services

Environment: Test

Reminders are: |OF Contact your Community Resource Officer from the local Department of Communities, Child Safety and Disability Services Regional Office
Multicultural Affairs Funded Services

«  Contact your Departmental Officer from the local Department of Aboriginal and Torres Strait Islander and Multicultural Affairs

For grant payment issues relating to the payment or non-payment of a Department of Communities grant email the following address:
grantsteammailbox@communities.qld.gov.au

8. OASIS Publications and Resources:

http://www.communities.gld.gov.au/gateway/funding-and-grants/online-acquittal-support-
information-system-oasis/publications-and-resources

The images used in this guide are for illustrative purposes only.
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