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Duties:

1. Reset passwords utilizing RACFADMN.

2. Show others within your company/firm how to log in.

3. Train new employees in the use of JIS.

4. Setup and modify user accounts using the Manage User ID form located on the

Current Subscribers section of JIS Link page.

5. Responsible for making sure all unexpected deleted User IDs for Company/Firm
employees are reinstated by using “Manage User IDs” form under Current
Subscribers.

Notify JIS-Link Administrator of any address or phone number changes.
Remind non-coordinator users that only Site and Alternate Coordinators can
contact AOC for assistance.

N

JIS-Link Customer Service phone number is to be used only by Site Coordinators and
backup coordinators. It is 360-357-2412 Option 1.

Reset, Delete User IDs, or Create a User List Using RACFADMN (F12)

Log on at the AOC Screen

STATE OF WASHINGTON COURTS SYSTEM - AUTHORIZED USE ONLY

This Site contains Judicial Information

If you are authorized, type in your USERID and PASSWORD

1. Type your User ID in the User ID field. Press <TAB> to place the cursor in the
Password field.

2. Type your password in the Password field (password is case sensitive -
lowercase is preferred) and press <ENTER>. The TPX Menu displays.
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Starting the RACFADMN Application

TPX MENU FOR KXXSCXN

RACFADMN is
available for site
coordinators only

Command ===) .

1 From the TPX Menu, position the cursor on the line in front of RACFADMN and
press <ENTER>. The JIS Main Menu displays. OR Press <F12> on your
keyboard.

Reset Password

RACF Administration Manager Menu Selection Panel

PFLSHELP

1. At Option, type 1.
2. Press <ENTER>.

The Administrative Office of the Courts (AOC) Security Policies requires that all JIS
customers have a unique User ID and Password. This means that whether you
have one employee using JIS or 100 they all are required to have their own User ID
and password. The only added cost the company sees is the more employees
using JIS equals more key clicks which results in a higher monthly bill.
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- RACF Password Administration ====e====

ENTER

Fl=MELP FI=CANCEL ENTER=2d1t/process nput HOME=g0 t0 COMMAND

1. At command, type DONE.
2. Tab to the first arrow below User ID and type the User IDs that need their

passwords reset. You can reset up to 10 user ids at a time.. Note: you
cannot reset yourself.

3. Press <ENTER>. You will return to the Main RACFADMN Menu
You have reset the User ID’s password(s) back to the default AOC password. If
you are unsure of that password, type a 1 <Enter> to return to the Reset Password
Screen and read the second sentence referring to the temporary password.

If you get the message “Password Changed” (see illustration below) the password
has not been reset. You need to type Done at Command.

Row 1 to 10 of 10

ENTER

Fl=HELP F3=CANCEL ENTER=edit/process input HOME=QO tO COMMAND
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Delete User ID

When a person leaves the employ of the company or firm you will need to remove
the User ID from JIS Link.

1.
2.

abrwnE

RACF Administration Manager Menu Selection Panel

CPTION

PF1=HELP

At Option, type 2.
Press <ENTER>.

- RACF Delete User Administration
COMMAND ===>

ENTER

F1=HELP F3=CANCEL ENTER=ed1T/process input HOME=Q0 TO COMMAND

Tab to the first arrow below User ID.

Type the User ID that needs to be deleted from JIS-Link.

Press your Home key on your keyboard it will take you to the Command Line.
At Command, type DONE.

Press <ENTER>
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Create User List

B T -

OPTION

1. At Option, type 3.
2. Press <ENTER>.

This will create a list of all active User ID’s for your Company/Firm. This is very helpful
when you are not sure if a person still has an active account or to confirm one was
added.

Add User ID or Modify a User ID using “Manage User ID Form”

This will also be used if a non site coordinator needs the User ID reinstated. |If
your Company/Firm has multiple employees using JIS, we highly recommend
you set up at least one more employee as a Backup Site Coordinator. AOC
policy does not allow Customer Service to reset passwords for non-Site
Coordinators. This means if the Site Coordinator is out of the office or
unavailable the employee has to wait until the Site Coordinator is available to
reset the password.

There is no limitation on number of Backup Site Coordinators that can be added
per Company/Firm.

The other advantage is the Backup Site Coordinator can also reset the Site

Coordinator’s password if necessary. They also can set up and delete
employees as needed.
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Add User ID

1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.
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1. Under Current Subscribers select 7. Manage User IDs. You will need to log
into this screen.
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Type your full name at Name of JIS-Link Coordinator:

Type your Organization or Firm Name:

Site ID (XXX$) will be the first four characters of your User ID.

Your User ID: is the first four characters of your User ID and your initials
Type your Email Address:

R wWN R
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http://www.courts.wa.gov/jislink

Now you are ready to enter the information for the person that needs to be added.

1. Fillin the First Name, Initial, Last Name and User ID of the person that needs
to be added. User ID always consists of Site ID+Initials. If you do not know
the middle initial you can use an X or Z as a place holder.

2. At Action Requested, use the default of Add a User option from the drop-
down list.

3. At Site Coordinator Status, use the default of Not a Site Coordinator option
from the drop-down list unless this person is to be a Site Coordinator, Backup
Coordinator or Billing Coordinator. If this is the case select the desired option
from the drop-down list.

4. Press “Submit Request”.

Requests can take up to 3 business days to be completed. As the Site Coordinator you
will receive notification via email from the JIS-Link Administrator. If you do not receive
an email, check your spam mail. You can also go into RACFADMN above and do a
Create User List to see if they have been added.

Modify a User ID to add a Coordinator Status to an Existing Customer
1. Open your Web Browser.

2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.
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4. Under Current Subscribers select 7. Manage User IDs, you will need to log
into this screen.
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http://www.courts.wa.gov/jislink
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Type your full name at Name of JIS-Link Coordinator:

Type your Organization or Firm Name:

Site ID (XXX$) will be the first four characters of your User ID.

Your User ID is the first four characters of your User ID and your initials
Type your Email Address:

Now you are ready to enter the information for the person that needs to be modified.

1.

2.

3.

4.

5.

Type the First Name, Initial, Last Name and User ID of the person that needs
to be modified.

At Action Requested, select “Change Site Coordinator Status” option from the
drop-down list.

At Site Coordinator Status, select “Set as a Site Coordinator”, “Backup Site
Coordinator” or “Set as Billing Coordinator” from the drop-down list.

If you need to remove Site Coordinator Status leave Site Coordinator Status
as “Not a Site Coordinator”.

Press “Submit Request”.

Requests can take up to 3 business days to be completed. As the Site Coordinator you
will receive notification via email from the JIS-Link Administrator. If you do not receive
an email, check your spam mail.
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Delete an existing Site Coordinator, Backup Coordinator, or Billing Coordinator

If an existing Site Coordinator, Backup Coordinator, or Billing Coordinator leaves the
employ of the Firm/Company the remaining Site Coordinator or Backup Coordinator will
need to log into the Manage User ID Form and remove the person that left.

1.

2.
3.

Type the First Name, Initial, Last Name and User ID of the person that needs
to be deleted.

Type the Userid for the person that left (Site ID + Initials).

At Action Requested, select “Remove User” option from the drop-down list.
At Site Coordinator Status, select “Set as a Site Coordinator”, “Backup Site
Coordinator” or “Set as Billing Coordinator” from the drop-down list.

Press “Submit Request”.

Revised: May 4, 2012
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Other Administrative Duties as a Site or Backup Coordinator

Unauthorized User ID Message

If you or one of your employee’s attempts to log in at the AOC sign on screen and you
receive a message that looks like the screens below, it could be because either they
tried logging in too many times using the incorrect information or they haven't tried
logging in for over 6 months to over a year.

AOC security periodically goes through and checks to see what User IDs have not been
used in two different time frames.

1. 6 months to 1 year — Revokes userid which means the site coordinator will
have to reset the password.

2. Over 1 year — Deletes User ID from system. Site coordinator will have to ask
for the User ID back following steps below.

Timeframe 1 will display Your Userid has been Revoked. Therefore, the Site
Coordinator will need to reset the password.

B et e e T -

-

— e 2

STATE OF WASHINGTON COURTS SYSTEM - AUTHORIZED USE ONLY

This Site contains Judicial Information.

1f you are authorized, type in your USERID and PASSWORD,

1
FTCAO011
3192-2A

ICH408I USER(APPSPRE ) GROUP(DIALUP2 ) NAME(JIS ED LEVEL 25
LOGON/JOB INITIATION - INACTIVE USER HAS BEEN REVOKED

Revised: May 4, 2012
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Time Frame 2 will display the userid entered is not authorized to use TPX.

STATE OF WASHINGTON COURTS SYSTEM AUTHORIZED USE ONLY

This Site contains Judicial Information.

If you are authorized, type in your USERID and PASSWORD.

14081 USER(OXSABC ) Group( ) NAME(
LOGON/JOB INITIATION - USER AT TERMINAL FT 145 NOT RACF-DEFINED

Site Coordinators, Alt Coordinators, or Backup Coordinators Only:

Should a Site Coordinator, Alt Coordinator, or Backup Coordinator- receive the second
time frame message, they will need to do the following steps to request the User ID be

reinstated.

1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.
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http://www.courts.wa.gov/jislink

4. Select 6. Account Revoked/Terminated from the Current Subscriber List
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i WASHINGTON
COURTS

Couorts Home | J1S-Link | Logout

Contact the JIS-Link Administrator

Use thes form to contact the JIS-Unk Admrstratar. Al figlds are requrad

Your Name: Jehn Diow
Emaodl; JoAnghoe com
Site ID:
Company Nome: Toa St |
Question/ ComINents: Plasse reimtats John Ooe & ceanis OO0, 1t was

deieted dos to nan-ute

Courts | | News | | Sulss | Foema | Otractary | tibrary
Back te Top | Privacy and Disclaimer Notices

Type your name as the site coordinator:

Type Your Email Address”

Type your company/firm Site ID (XXX$):

Type your Company Name.

At Question/Comments type Please reinstate John Doe’s userid XXX$JXD it was
deleted due to non-use.

10.Press Submit.

©ooNo W,

Requests can take up to 3 business days to be completed. As the Site Coordinator you
will receive notification via email from the JIS-Link Administrator. If you do not receive
an email, check your spam mail. You can also go into RACFADMN above and do a
Create User List to see if they have been added.

If the person is not a Coordinator, then the Coordinator will need to submit a Manage
User ID Form to get a userid reinstated.

Revised: May 4, 2012
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Update Account Information
1. Open your Web Browser.
2. Type www.courts.wa.gov/jislink.
3. Press <ENTER>.
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4. Select 5. Update Your Account Information

WASHINGTON

 COURTS

Courts Home | 3IS-Link

| Logout
Contact the JIS-Link Administrator

Use this form to contact the JIS-Link Administrator. All fields are required.

Your Name: [pohn Doe ]
Email: [doegtest.com ]
Site ID: [xxxs ]
Company Name: [Test site |

Question/Comments: [[Enter the account information in the field]

Courts | Organizations | News | Opinions | Rules |
Back to Top | Privacy and Disclain

Type your name as the site coordinator:
Type your Email Address”

Type your company/firm Site ID (XXX$):
Type your Company Name:

©CoNe O

Press Submit.
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In the Question/Comments Field, type the Updated Account Information.


http://www.courts.wa.gov/jislink

Requests can take up to 3 business days to be completed. As the Site Coordinator you
will receive notification via email from the JIS-Link Administrator. If you do not receive
an email, check your spam mail.

Revised: May 4, 2012
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Billing Coordinator Duties

These duties may be In addition to the JIS Link Site Coordinator Duties listed

above.
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1. Loginto “4. Pay Your Invoice Online”.
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Department ; = July 2007 oo $110.24
Billing Narme: < June 2007 -~ Fr5.47
It detarent fram Org Mame ~ May 2007 $73.78
g Altee - Apedl 2007 - $51.42
Emall: suranne belimand courts wa gov . Macch 2007 AL $20.52

- February 2007 $97.37
Address Information - January 2007 = $113.04
== No Address Information on Fie -~ - Decamber 2006 — $101.01

- Novembaor 2006 $219.70
October 2006 — $133,48
=== No Contact Information on File —— - Saptembos 2006 - $101.90

= August 2000 $135.79

< Tuly 2006 - §Y7.40
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2. Select the month that you are making a payment for.
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welcome to the JiS-Unk account profile page e you can view basic account and contact infarmation, In acdtion
you can view your JIS-Unk and ACORDE uzage
1F your hawe sy questons, o wish to update accour\or contact information, plesse contact the J18-Link Site
Coordinator

S Your J1%-Link Usogwe
Organization Nome: Adminitrative Office of the Couwrts
Department - July 2007 e, $110.2¢
Billing Name: June 2007 - FI8.47
It dearant tram Org Mame - May 2007 $73.78
Billing Attn: - Apell 2007 - $51.42
Emall: suranne belimandcourts wa gov Masch 2007 12 $0.52

- February 2007 $97.37
- Januery 2007 $113.04
=== No Address. Information on Fee --- - December 2006 $101.01

- Novembar 2006 $219.70
Octobur 2006 — $133,4¢
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- August 2000 $135.79

Tuly 2006 - £ 40

= June 2006 $144.60

- May 20006 $151.00

- Apeil 2006 ¥ . Pt by Credt Card $116.03

~ March 2006 $142.74

- February 2000 29,04

- January 2006 - $79.36

- December 2005 $149.37

Novembar 2005 — $177.19 -

This screen indicates how much is owed for the month you have clicked on and
provides a link to pay by credit card. The balance does not carry forward, so you will
have to select each month to see what your outstanding balance is for that month. You
are required to pay all outstanding balances for each month or your user IDs will be
terminated.
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Please Note: AOC does NOT store any billing or credit card information. We pass
your invoice information and the transaction amount to our credit card processing
merchant (Bank of America) who then processes your card.

If you have any questions, please contact our Fiscal Department at 360-704-4018.

Keep JIS Link Administrator informed of any billing information changes.
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