Currently, three reports are emailed to a maximum of three email addresses per MWA:

· Anticipated Exiters Reports,  Terminated Actual Hours Reports and the Missing Actual Hours Reports
A new function has been added to the One-Stop MIS Staff Member Maintenance page to allow MWA administrative staff to select who will receive various emailed MIS Reports.   With this new functionality, MWA Admins will be able to designate any number of users to receive the emailed reports.  The distribution of these reports can be changed at any time.
Only users with Administrative Privileges to maintain accounts are allowed to designate who will receive the email reports.  The receipt of an emailed report is set from the Staff Member Maintenance page.  The administrator must go into the Staff Member Maintenance page for each user and designate which reports they want that user to receive.
To change the Staff Member Maintenance page, go to “Special Functions,” “Staff Admin,” and “Staff Account Admin” on the MIS menus. 
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Select “Modify Staff Members” and type in the last name or user name to bring up the user to be changed. 
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Select the user and the “Staff Member Maintain” page will be displayed.  At the bottom of this page, a new section called “Daily/Weekly Email Reports Access” has been added.  Simply check or uncheck the boxes for the email reports that you want this user to receive or stop receiving.
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An emailed report may be received by any user who has an email address in the system, and a staff classification of MWA, HRDI, TAA or ESA.
If Reports Access is selected for a user that does not have an email address specified, you will get the following error message.  Provide an email address and re-submit.
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A new report, ADMIN011, has been created that lists all the users in the MWA who receive emailed reports and what reports they receive.   To run this report, go to “Schedule,” “New Report” on the MIS Report screen and select ADMIIN011. 
[image: image5.png]|ADMINO11 |ADMIN: Email Reports Access Rights by Staff Member

Te




Administrators should run this report periodically to review who is receiving emailed reports.
NOTE:  Initially, the system will be set so that the same users who have been receiving the email reports will continue to do so.  

