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August 30, 2012

SUBJECT: 
INSTRUCTIONS FOR SUBMITTING DEPARTMENT OF JUSTICE (DOJ) COUNTY CHANGES
BACKGROUND
Counties are responsible for administrating their own CMIPS II users. This includes resetting passwords, and maintaining position, user role and contact information within Case Management. Counties are also responsible for inactivating, reactivating and adding new users. While most user maintenance task may be performed by a County Security Administrator, the later tasks, inactivating, reactivating and adding, must be performed by a County Security Officer. 

Although a County Security Officer can perform any other user maintenance task, the addition of a County Security Officer must be approved by CDSS and performed by the CMIPS II HP Help Desk. The attached document shows the steps required for a county to add or remove a Security Officer.
Sincerely,

The California Department of Social Services

REQUEST THE ADDITION OF A NEW COUNTY SECURITY OFFICER
1. The County must fill out the SOC 882 and SOC 884 for the person they would like to be the new Security Officer. To assign a new user as the Security Officer these forms must be signed by the County IHSS Program Manager and the user. CDSS will not approve any request for a new Security Officer that is not signed by the IHSS Program Manager. The SOC 882 and SOC 884 can be downloaded from the CDSS forms web page:
http://www.cdss.ca.gov/cdssweb/entres/forms/English/SOC882.pdf
http://www.cdss.ca.gov/cdssweb/entres/forms/English/SOC884.pdf
2. The County must submit the SOC 882 and SOC 884 to CDSS by scanning and emailing them to CMIPSID@dss.ca.gov or faxing them to (916) 651-5256.

3. Once the forms are received, CDSS will initiate a Change Order (CO) with the CMIPS II Help Desk and attach the SOC 884 for processing. 

4. For tracking purposes, CDSS will forward the CO number back to the county user requesting access. 

5. CMIPS II help desk will set up the user as the Security Officer and send a confirming email to CDSS and the County with the User ID and temporary password for the new user. 
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