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Background

The Florida Inspectors General Expertise System (FIGES) is an online database that
provides contact information, certifications, and areas of expertise for staff in investigations
and internal audit across different offices of inspectors general. FIGES is accessible at the
following link: Florida Inspectors General Expertise System (FIGES) (myflfamilies.com)

The Department of Children and Families (DCF) maintains the database and the DCF
Office of Inspector General (OIG) serves as the site administrator. Please contact the
DCF OIG by telephone at (850) 488-8722 for questions or assistance.
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Access Rights
The general public may view all screens and run all reports. The general public may not

modify records or login. This includes Inspector General staff with the exception of
Agency Administrators.

One user per agency has access rights through login to modify information for that
agency and view only rights for all other agencies. This user is referred to as the Agency
Administrator. This user may make modifications that include the ability to Add, Delete
and Update records, and the opportunity to submit feedback in Suggestions.

One Security Officer for FIGES entitled the Site Administrator at the Department of
Children and Families assigns security rights and serves as the contact person.

Navigating FIGES from the Home Page and from Other Screens

Agency Administrators may login to modify information. See instructions for Login.

The Menu bar appears on all FIGES screens. The user may access the Menu options
without returning to the Home page. The Menu bar shows the selections with drop
down options for Searches, Custom and Prebuilt Reports, and access to the online
Manual.

At the Home Page, persons may view records under Inspector General, Look Up, at the
Home page. Lookup options are organized by Agency, by Branch, by IG Staff Name and
by Certification. Select the preferred option. To return to the main menu, press the Back
button at the top of your screen in the Windows toolbar. See the instructions to View,
Update, Add, and Delete.

Persons may search Expertise and Certification fields by one word to extract records with
that word. See the instructions Search of Expertise to execute the search. See the
instructions Certifications and Expertise for further clarification of these fields.

Persons may customize and run a wide variety of reports, as well as export the reports to
Excel for further use. See the instructions on Custom Reporting. Persons may access
Prebuilt Reports on the Menu bar.

Search of Expertise

Input the particular skill/expertise you are looking for. Press the Search button.

For example, enter "fraud” - the database wiill search all records. Records will appear that
contain the word "fraud” in both the fields for Certification AND Expertise.

Note: you do not need to use quotation marks.
View a Record

On the Menu bar under Searches, select the preferred search option. Search options are
organized by Agency, by Branch, by IG Staff Name and by Certification.

Select a record and click on it to open. When finished viewing, press the Back button at
the top of the screen on your Office toolbar.
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Send an Email

You also have the option of sending an email to an individual from the View a Record
screen providing that the individual has an email address in his/her record. Click on the
underscored field Email Address and your email program should open.

Login (to make changes to records - limited access)

At the Home page, the Agency Administrator enters his/her email address as depicted in
FIGES, and then enters the password. The initial password is obtained from the Site
Administrator. The first time this password is used, FIGES requires that the Agency
Administrator reset the password to one of his/her choosing. A screen will pop up to
request a new password.

No one other than the Site Administrator or Agency Administrators will be able to login.

Note: Each Agency Administrator should review FIGES to check the email address on
record. FIGES only recognizes the email address as it appears in FIGES. If a different
email address is used at login, access will be denied. Once the login is complete, the
Agency Administrator may go to "My Account” to update his/her email address. After
the update, FIGES will recognize the new email address.

Update a Record - (limited access)

On the Menu bar, under Record Maintenance, select either My Account or My Agency.
Open the relevant record and enter changes. To save changes to the record, press
Update at the bottom of the screen. Please review instructions for Certifications and
Expertise for input of those fields.

A screen will appear to say that you have successfully updated this record.
Note: If you exit without pressing the Update button, the record will not update.

Delete a Record - (limited access)

On the Menu bar, under Record Maintenance, select My Agency. Select a record and
click on it to open the record. At the bottom of the screen, press the Delete button.

A screen will appear to say that you have successfully deleted this record.

If you would like to confirm that the record was deleted, return to your agency records.
The record should no longer appear in the listing.

Add a New Record - (limited access)

On the Menu bar, under Record Maintenance, select Add New Record. Click on Add
New Record in the upper right hand side. An input screen for a new blank record will
appear.

Complete the data input fields on the screen. Please review instructions for Certifications
and Expertise for input of those fields. Press the Add button at the bottom of the screen.

A screen will appear to say that you have successfully added a record.
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Certifications and Expertise (limited access)

The field for "Current Certification” is exactly that - for certifications that are current.

If a certification has expired, or a staff person has retired from a specific field, place this
information in the Expertise field. Former/Expired/Retired certifications now contribute
to the employee’s expertise.

Areas of knowledge, experience, skill and proficiency are also included under Expertise.

Suggestions (limited access)

On the Menu bar, under Suggestions, the Agency Administrator may submit comments.
Complete the form with the general topic and the details of your suggestion.

These comments will be reviewed by the Site Administrator and taken into consideration
as FIGES goes through further development.

Position Classification (clarification of field)

This field identifies IG staff functional responsibility. For examples: 1G staff who serve as
management (IG or IG equivalent, Directors of Auditing and Investigations); IG staff who
serve as Auditors or Investigators; and, IG employees who provide other services as
Other Staff. You may execute reports to extract Directors of Auditing, Directors of
Investigations, Auditors, Investigators, Other Staff, and any variation thereof. Please
review instructions for Custom Reporting and for the Prebuilt Report Lists.

Prebuilt Report Lists

On the Menu bar under Reports, three prebuilt reports are available:
e Alist of all IGs or equivalent by agency, by first and last name, with email address,
telephone number and fax number;
e A list of all Audit directors by agency, by first and last name, with email address,
telephone number and fax number;
e A list for all Investigative Chiefs by agency, by first and last name, with email,
telephone number and fax number.
The user may click on the Email address to open the user's default Email program and
start a new Email addressed to the selected individual. These reports may be exported to
Excel.

Custom Reporting - Design Report Options

A wide variety of custom reporting options are available. The Design Report Options
screen addresses two main categories: Report Display and Report Filter.

e Report Display selections indicate the specific fields that you would like displayed on
your report screen.

® Report Filter selections indicate the fields that you would like to drill down to on the
report screen.

Once you have made your selections, press the Run Report to Screen button at the
bottom of the screen. The report results will appear on the screen. The bottom of the
report result screen has a button entitled, Export to Excel.

Following are three examples of custom reports:

Page 4 of 12



Florida Inspectors General Expertise System (FIGES)
User Manual

Example One:
A detailed report of all persons of IG or IG equivalent status

Keep all display options open (no checks). See the figure below:

(1S

Ele  Edit Wiew Favorites Tools Help

W o [@anda [ e e I [t T 5] d=h v [ibPage - ¥ Todks -

Offy
CHIEF INSPECTOR GENFRAL

ctors General Expertise System (FIGES) - Windows Internet Explorer

~ | nttp:jschmawip1.def state.Flus{Figes{IGCustomRepart. aspx & [¢2][] [pogpie |[2

Florida Inspectors General Eman

Inspector General Locokup - Design Report Options

Display Options:
These options merely indicate which fields should be displayed in the rendersd report. It 1s not putiing any consiraints on the dats
Inelugaa in tha repert. Note: If no fisids ars chackes, fhan s fi2les will B8 Sizsiayes

Agency/Branch Designation: =
[CIBranch [ Agency

Individual/Contact Information:

[AFirstName  [JMiddle Initial FLastiame [ suffix [ Pasition
[1Email [COstreet address [ City [ state Czip
[JPhone [ suncom CFax [ Fax Suncom

Pasition Classification

Current Certifications:

Clcre Clces Clcear Ocerm Clcia

COeois [m{elel] Clcisa Ocissp OecLe
ClcLea Clcra I etary Orme [ other
Other Options:

[ srea(s) of Exertise O Date of Last Update

Report Filters:

=
v

@ et w 100% -

Filter this display to include persons only in Position Classification "IG or 1G equivalent.” See screen below.

spectors Gen Expertise System (FIGES) - Windows Internet Explorer

&~ [E] hpuitschmzmint def state Flusifiges/lGCustomReport  asps 2| [€2] [3¢] [ooapie

Bl Edit  Wiew Favorites Tools Help

¥ e [ @ Flonda Inspectors General Expertise System (FIGES) | | G - B - @ - [Sreeoe - & Tecs - 7
[“IFirstame L Iifiddle initial [Aliastriame [ Jsufix “IPosition =
[ Email [Clstreet agdress [ City O state Czip
[CIPhone [Isuncem CFax [JFax Suncom

Position Classification

Current Certifications:

Flers Clces Clcear O cerm Clcia
Ocic Ocier Ocisa Ocissp OcLe
ClcLea Clcpa Clrotary OpmP [CJother

Other Options:
[l areacs) of Exertise O pate of Last Update
Report Filters:

(oact the dats retumed in your repor. For Sxampis, if "SEA" i checked, oniy those recoris that have indicated = CRA
= inciuged.

AgencyiBranch Designation:
Sranch: | —Include All Branches— v

sgency: | —Include All Agencies— -

Position Classification Designation:
Chacic aif of the Fosition Ciassificanon fypes you wouid iike to includs in this repert. Lesving aii
Crtions unchackes will retum il Fosition Classification Tymes

I1G or IG Equivalent [[]Chief of Investigations [linvestigator [[] Other Staff
O oirector of Auditing [ Auditor

Current Certifications:

Check only the boxes you want to require. For sxempie, if you check the "CIA™ box below, oriy th:

records for thoss inalvicuale with CUA cartifications will be retumesd, (Saving the box un-chasiad will
prevent fittering on that particular centification

Ocre Oces Occar Ocerm Olcia
Ocic Ocisi Ocisa Ocissp OcLe
ClcLea Ocpa Ol Motary OprPmr CJother

Other Options:

[ Arears} of Exertise includes: |
M1 Nate afl actlindata e | Aftar ~ st

B
g
l

@ 1rternet “Lio0 -
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Sort the display by Last Name. See screen below.

da Inspectors Gener.: xpertise System (FIGES) - Windows Internet Explorer

So-

1 necp:fscrmzmp 1 der . state.fl.us{figes et ustomKeport. aspx =] [%=] [<] [oooeie ==

Eile  Edit  Wiew Favorites  Took  Help

¥ 40 | @8 Florida Inspectors General Expertise System (FIGES) | 1 - B e e - wmEE e
gencysrancn Desl —
Branch: [ —Include All Branches— ~]
Agency: | —Include All Agencies— =3

IS or IG Equivalent []Chief of Investigations [Jinvestigator [[] Other Staff
[ Director of Auditing [ Auditor

Other Options

[ areais) of Exatisa includas: |

[ Date of Last Update Is [After 1~ |

Sort Options:

You can sort your dats with up fo thres sort options. This is cpfionai.

Sort1: [ETHRETT R~
sort2: | ~| [Ascending Order |~
— | [ ~=cending Oraer Il

I Run Report to Screen 1

|a

& 1nternet @ 1007 -

Run the report. See the display screen below:

Florida Inspecto

<=

File Edit ¥iew Favorites Tools Help

~ £ http:f/scFmzwip1 . def . state. fl.us/figes/IGCustomR sport . asps

e o [ & Florida Inspectors General Expertise System (FIGES)

A\ ENEVIEN TR IS W VIVE RV LG RN |

. Florida Inspectors General e —

Expertise System (FIGS P

HH L

Agenc Eirst bast Position Email Eas Y

I Name | Name Glassification
Florida Atlantic
Tt Morley Barnett Inspector General [mbarnett@fau.edu IG or IS Equivalent
Florida Depantment of
e Stanley  |Behmks |Inspector General behmkesi@elderaffairs.org 1G or IG Equivalent B
University of West Associate Vice
emtnnk Betsy Bowers i bbowers@uwf.edu IG or IG Equivalent
Florida Agency for
Health Care James  |Bovd Inspecter General |povdi@ahca.myflorida.com 1G or IS Equivalent
Administration
St Johns River Water - .
et e | pmoty S Eoven Inspector General [thover@sirwmd.com 1G or IS Equivalent
Florida Department of | Braga Inspectar General |cecil bragg@dot state flus I or 1G Equivalent

Transportation

Florida Office of AE."Dan” Callahan |NSPecter General |y . jzhan@fdfs.com 13 or 1G Equivalent

Insurance Regulation IR

Florida Courts Ken Chambers |Inspector General |Chamberk@ficourts.org IG or IG Equivalent

Florida State University |David Coury Chief Audit Officer |dpcoury@admin.fsu.edu IG or IS Equivalent

Florida Departmentor | Decker Inspector General |decker.paul@mail.dcstateflus  |IG or IG Equivalent

Corrections

[P ETEE CiEeErimEalal |y Dennis Inspectar General |aldennis@fdle state flus 15 or I1G Equivalent

Law Enfarcement

E:‘_:'::u'ze”a”me"‘ Of lsharon  |Doredant |Inspector General doredans@dor.stateflus 1G or IG Equivalent

Florida Office of Inspectar General,

ERanci e auanon. | Rozest | Bvan g robert.dyar@fidfs.com IG or IG Equivalent

University of Florida MNur Erenguc  |ShiefAudit nur@ufl edu 13 or 1G Equivalent
Executive

ECS T G R s Eubanks |Inspector General |mary.eubanks@dii.stateflLus 1G or IG Equivalent

Juvenile Justice

Flarida Agency for
Persons with Chuck Faircloth  |Inspector General [chuck_faircloth@apd.state flLus  |IG or IG Equivalent
Disabilities
Suwannee River Water laa Clam=anan Imemartar Canaral flama~an iMiormamad ctata fl e 12 A I:nll\u:llnr\i»
< >

Done &P Internet H100% -

~

You now have a data run of persons by Position Classification and information about them. You can
export this report to Excel to further modify or delete fields or create a mailout or email lists.

Note that in the beginning, if you knew that you only wanted to create a mail-out or an email list and

phone list, you could have selected under display options those respective fields along with the agency,
branch, name fields, etc.
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Example Two:

A report of all persons in Management positions that includes agency, first and last name, email
addresses, and telephone and Suncom phone numabers, sorted by the last name.

You want a limited display and are selective in display options - Select Agency, First and Last Name, email,
Phone and Suncom, Position Classification. See screen below:

(= Florida Inspectors General Expertise System (FIGES) - Windows Internet Explorer

& & - |2 nitpilischmavipt def stote fi.us/figes/TaCustomReport. aspx S [$2] [¢] [cogpi (2]~

Eile Edit  View Favorites Tools  Help

P [ @ Florida Inspectors Generel Expertise System (FIGES) | | % v B - @ v [hpage v $FTods v

Office of the
CHIEF INSPECTOR G

Florida Inspectors Ger

ﬁ Expertise System ( ) —
NTRI A (] G res]

Inspector General Lookup - Design Report Options

Display Options:
Treas indicats which = cispisyad in the rencersd report i is not putting Sny constraints on the Gats
inciuded in the report. Nate: I nic fialds are checked, then aii fields will be disiayed.

Agency/Branch Designation:

Cleranch [ agency

Individual/Contact Information:

EFirstName [ Middie Initial [Frasthame  [suffix O Pesition
Email O street Address [l city [ state Ozip
[Z1Phone ] suncom CFax [OFax suncem

[4] Position Classification

Current Certifications:

Clcre Clcss Ocear Clcerm Ocia

Ocic Ocic Ocisa Ocissp OcLe

OcLea Ocera O notary Oeve O other

Other Options:

[ 4reas) of Exertise O pate of Last Update
7] I > =
e @ 1rternet e

Filter this display to include persons in Management positions (IG or IG equivalent, Director of Auditing,
Chief of Investigations). See screen below.

/= Florida Inspectors General Expertise System (FIGES) - Windows Internat Explorer

S - (B rwrirrr st migenEe R ][] [5<] [oosere

Eile Edit Wew Favorites Tools  Help

f¢ e | @ Fiorida nspectors General Expertise System (FIGES) || - @ - [rease - @Frecs - 7
-
Firstiame [ midale Initial Lastiame  [sumx CFosition g
[ Email [Cstreet Address [ City O state Ozip
[l Phone B4 suncom CFax [JFax Suncom

CFosition Classification

Current Certifications:

Ocre Oces Ocear OcerFm Ocia
Ocie [Efelle]] Ccisa Clcissp Flei=
CcLea Clcpra I rotary CPumP O otner

Other Options:

[ Area(s) of Exertise [ Date of Last Update

Report Filters:

Al impact the dats retumad in your repor. For sxampls, f "ORAT is checkad, only those records that have indicated & CFA
be included.

Tress cpticn
centification w

AgencyiBranch Designation:
Branch: | —-Include All Branches—  ~

spency: | —Include All Agencies-— ~

Position Classification Designation:
Gheck ail of the Fosition Glassificarion typss you would like fo include in this repart. Leaving il
Gptions unchecked will returm aii Fosition Glassification Types.

[11G or1G Equivalent  [Z] Chief of Investigations [ investigator [ Other Staff

Director of Auditing  [] Auditor

Current Certifications:
S

Ocre Olces Ocear Occrm Ocia
Ocic Ocic Ccisa OcissP BoLe
OcLea Olcea Criotary [ O other

Other Options:

[ Area(s) of Exertise includes: |

I >

@ oo 00w -

g [
3
a
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Sort the display by Last Name. See Filter screen below:
Florida Inspectors General Expertise System (F

So

Eil=  Edit  Wiew Favorites Tools  Help

| &1 http:/rscFrzwip . def.state. Fl us/Figes/IGCustamRepart . aspx

U 4 [ @8 Florida Inspectors General Expertise System (FIGES) || = - doh - [ Eace - BF oo -
genCyTBranCT DesIgl . =
&ranch: [—Include All Branche:
Agency: | —Include All Agencies— 3

Position Classification Designation:
Check sif of the FPosition Ciassificarion fpes you would like fo insiude in this repor. Leaving il

CEtions unchaked will retum il Fosition Ciassification Tye

G or 15 Equivalent Chief of Investigations [linvestigator []Other Staff

Director of Auditing [] auditor

Current Certifications:
Check oniy the boxes you want (o reguins. For sxample, if you chack the "CIA" box below. only the
recors for those IndivicuEls with CUA Certifications will BE retum e, (88 VIng the box un-checked will
revent fiitaring on that pariculsr certifiestion

CcFe Olces Ccear COceFm Ccia
Olcic Olcic Ccisa Ccissp CcLe
Colea Clora [ rstary Crwmr [ other

Other Options

[ Arears) of Exertise includes: |
1 bate or ast Upsats 1= [

Sort Options:

sort 1: |[EENNETTNNNNNN | [ Ascending Order |~

sort2: | ~| [Ascending Order |~
sort3: | ~| [Ascending Order |~ ]
I Run Report to Screen 1

Done @ Internst Sio0v -

Run the report. See the display screen below:

Florida Inspectors General Expertise System (FIGES) - Windows Internet Explorer

g__\ - |E, hittpe fscFrzwinl  def.states.Fl us Figes/IGCUStOmREpOrE aspx H}J -
Ele Edit yew Favortes Tools  Help

— z >
T i [gﬂnma]nspacmr; General Expertise System (FIGES) ] ] & - deh [ page - & Tools -

Office of the

CHIEF INSPECTOR GLNFRAL

Florida Inspectors G
Expertise Syste

Agen AL s Email Phone Suncom posttion
Doy Name Name Classification
Florida Department 3
of Environmental Joseph Aita gﬂuiﬂa)Elﬁﬁ Director of Auditing

Protection
Florida Department

of Business and (850) 488- Chief of
Professional Denises fAnSHn 9663 Investigations
Regulation

(581) 297-
ot lan Saue Morley  |Barnett mbarnett@fau.edu 36828C 1G or 15 Equivalent
University s
Florida Department (850) 414-
St fesl it Stanley  [Behmke  |benmkesj@elderafairs org a0 IG or IG Equivalent

Florida Agency for
Health Care Michael |Bennett 414-5419 Director of Auditing
Administration

University of West (850) 474~

e Betsy Bowers  |bbowers@uwf.edu S SO IG or IG Equivalent

Florida Agency for

Health Care James  |Boyd boydi@ahca.myflorida.com a21-4807 |G or IG Equivalent

Administration

St Johns River Water (386) 329-

Managemant District 1Moy [Boyer thoyer@sirwmnd. com 41051004) 1G or 1G Equivalent

Florida Department N

of Agriculture and Gary Braddock SESSEUD’Q“S Director of Auditing

Consumer Senvices

Elot a2 BEpaient) lpum Rrann racil hrann@dnt state i us a10-5800 IG aric anmalsT |
& i >
Done & Internst F100% -
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Example Three:

A report with information on persons with expertise in information systems, displaying agency name, first
and last names, email address, phone and Suncom numbers, and expertise detalls.

Select the following display options: Agency, First and Last Names, Email, Phone, and Areas of Expertise.
See the screen below:

da Inspactors Genaral Expartise System (FIGES) - Windows Intarnet Explorer

~ | htto:fischmzwiod  def.state.Fl. usiFiges/IECustomReport  aspx | [€+][ 2] |ooopie

Eil=  Edit  Wiew Favorites Tools  Help

P& #0 [ 48 Florida Inspectors General Expertise System (FISES) | | & - @ - [ Page - €3 Taois -

Office of the

CHIEF INSPECTOR GENFRAL

. Florida Inspectors Genert:
‘Expertise System (7

G Pas.
L 1
[ [

s

Inspector General Lookup - Design Report Options

Display Options:
e e e e =
e e e e

Agency/Branch Designation:

Cleranch & agency

IndividualiContact Information:

A First Name I migdie initial FlLast Name [ suffix CIPesition
FlEmail [ street Address O city [ state Clzip
FlPhone ] suncom CdFax [ Fax suncom

[CPosition Classification

Current Certmcatons:

Flece= Cces Ccsar Cesrm Ccia
Oeis Ceist Ccisa Ceisse Flcic
CoLea Cora [ metary Crme Cdomer

Othor Options

£l area(s) of Exertise [ pbate of Last Update

&

| e
& mternst F100% -

Filter display to include persons with expertise and/or certifications in Information Systems. See screen
below.

/= Flarida Inspectors General Expertise System (FIGES) - Windows Internet Explorer

&;; ~ | &} nttp:iscFmawin . dcf. state. . us/FigesfIGCustomRepart  aspx = [*2] [ ] [Dogpie [[2]~
Ele Edit  view Favorites Tools  Help
< L@Flurwda e e e e e g e 17] [ d=h v [+ Page - {(FTools v
I USIT Cras SISO =
Current Certifications: b
ClecrFe COces Cceap CIceFm Olcia
Olcic Ccict COlcisa ClcissP ClcLe
ClcLEA COcrpa CmMotary O pur O other

Other Options:

[Fl Area(s) of Exertise [ Date of Last Update

Report Filters:
Tress cptions will imgact the dats refumed in your repon. For example, if "OPA” (s checked, only thoss records that have indicated & CPA
cantification will b ineluded.

Agency/Branch Designation:

Branch: | —Include All Branches— |~

sgeney: | —Include All Agencies— -

Position Classification Designation:
Che e Fosition CGlassificarior
scieadl will refum aii Pe:

tike fo insiuds in inis repen. Leaving i

optis Types.

[1G or1G Equivalent [ Chief of Investigations  [linvestigator ] Other Staff
O Director of Auditing [ Auditor

Current Certifications:

haci oriy the boxes you want fo requine. For Sxampis, if you check the "CIAT b
recors for those indivieusls with CIA certifications will be retumed: esving the box ur-
prevent fiitening on that particular certification

Ccre Oces COcear Ccarm e
Ocis Ocie Ccisa Ccisse OcLe
CcLes Olcra [ Motary Opue [ other

Other Options

[Z] Area(s) of Exertise includes: |information systems| L

Sort Options:

You can sort your dats with up fo three sort options. This is optionsi.

Sort 1: ~| [Ascending Order |+

o
| >

(&

& Internst F100% -
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Run the report. See the display screen below:

spectors General Expertise System (FIGES) - Windows Internet Explorer

~ | &1 hetpiiiscFmawip 1 .deF state. Al usifiges/IGCustomR eport. aspx ~| [*#2] [ ] [pogri= [[=]=]

Fil=  Edit  Miew Favorites  Tools  Help

—_— = S
wr 4fr [ @ Florida Inspectaors General Expertise System (FIGES) ] [ i d=by ~ |- Page - O Tools -

Florida Inspectors
First Last Area(s) of b |
Agen Email Phone Suncom 5
gency. Name Name Expertise
Florida
Department of (850}
Business and Helene Muth 414 EP;‘;::;':";]”
Professional 570= =
Regulation
Accounting and
Auditing, Inventory
Management
Systems Desian,
Florida (850} Cash Management,
Deparimentof | ey Chesnutt  |ierry_chesnut@dcr. state.fl.us aag= | |loresaves [EetalMansgSmont
Children and Knowledge of
=L gvzz 5
Families Economic
Development,
Tourism, Corrections,
and Social Senvices
Sterling Examiner
Information Systems
Q:S;jgment . (850} Auditor Contract
Cynthia Hefren cynthia_bedenbaugh@dcf state flus [488-  |278-8722 |Auditor Autormated
Children and i:
8722 Systern Design Event
Families =
Coordinatar
Accounting Internal
Flarida 50T Audit Management
Department of |5 oo Smith bruce_smith@dcf state fl.us 488 |[278-g7os |SONract & Information
Children and Technology Retail,
gvz2z
Families Banking & Social
Senvices
E'midg - Auditing, Information
5 oS I"”E"‘ M lramon vilches Systems, Contracting
e mile Fluent Spanish
Justice
Florida (850}
Department of Takitha Wilbur 488 Database Information
Management Technology =
= Ens szes |
= L I &8\
Done &P Internst FL100% T

This concludes the Instructions at present.
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ADDENDUM FOR SITE ADMINISTRATOR

Site Administrator 911

After initial production, the Site Administrator collaborates with the DCF ITS. Contact the
DCF Statewide Help Desk at 850-487-9400 to report any system issues.

Site Administrator Options

The Site Administrator has the ability to set Administrative Rights, passwords,
and execute the Activity Log. As such, the Site Administrator views a screen that
includes access to these fields. The Site Administrator also has the ability to add,
update, and delete information for all agencies.

Administrative Rights

The field Administrative Rights appears in the record for each |G employee. This field
is only visible to the Site Administrator. There are three choices: Site
Administrator, Agency Administrator and Listed Employee. Only one person per
Agency may be an Agency Administrator. If you attempt to set more than one
person as Agency Administrator per Agency, FIGES will reject the setting.
FIGES will also require a password for each person that you set as Agency
Administrator. FIGES does not require a password for Listed Employees. See
instructions under Passwords.

As Site Administrator, if you mistakenly set someone else as Site Administrator, you
will lose your rights! Hopefully, you will remember the password you initially created for
that someone else and can log in with his/her email address and password to
rectify the problem.

Passwords

All Agency Administrators must have a password. If you set or reset a password,
the Agency Administrator will be prompted to reset the password upon initial entry
to ensure that he/she can select a password of his/her choosing.

Activity Log (access limited to Site Administrator)

The Activity Log Report provides an audit trail of data entry activities in FIGES.
This report includes the name and agency of the IG staff employee whose record
was modified, the date and time of the modifying activity, the name and agency of
the Agency Administrator that performed the activity to modify the record, and the type
of update activity.

At any page in FIGES, click on the Report menu button to access its Design
Report Options. At present, only the Site Administrator may execute these reports
and this option only appears on the Site Administrator's screen.

The Activity Report screen presents the following data extraction options: by a
specific Agency or by all Agencies, by the record of specific IG Staff or by the records of
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and by the Update Type designation (No Specific Type, or the following - Add a Record,
Update a Record, Delete a Record, Password change). At the bottom of the screen, the
Site Administrator must specify whether the report should include All Dates in FIGES or
a Specific Date Range with a begin date and an end date.

You may execute an Activity Report by Agency and/or by IG staff. You do not have
to select both options. You may run an Activity Report only by date. You do not
have to select other options. The resulting Activity Report will always include the
identification of the agency and IG staff record modified, date/time information, the
associated agency administrator, and type of update activity performed.

You also have an Export to Excel function for the results of the Activity Report at
the bottom of the screen.

Note: If a date determination is not included, a popup notice will appear to advise that a
date range is required.

Suggestions Report (access limited to Site Administrator)

You may review all suggestions submitted by users in the Reports drop down menu.
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