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Modifying Users in Configurator

LEADS Agency Coordinators (LAC) have the ability to modify users assigned under their agency ORI.

There are two ways to access Configurator:

Method 1: In the upper right hand corner of messenger is an envelope next to the word Modules, click on Modules and
some of these options will drop down.

Method 2: Go to the OpenFox desktop. In the upper right hand corner minimize messenger. Double click on
Configurator.
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Use the User IDs — confirm you have the correct user. The SID number is used as the identifier. While updating the
profile you can also add in their middle name/initial.
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When you will pull up the User ID at your agency you must update their SID number. The SID number is the unique
number that is the identifier for the individuals with the same names. Per CJIS security policy all users accessing the
system must have a fingerprint background check conducted.
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LACs can update the Security Role, but this must match the user’s LEADS certification in nexTEST.
e FA Initial or FA Recertification

e LTFA Initial or LTFA Recertification
e LAC (is for delegate and LAC)
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If an employee does not work with your agency any more, or they need to be made inactive, choose this box.
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The Hire Date MUST be entered. If the person has not passed their LEADS test, you will leave this section blank until the
test has been completed. After six months from the Hire Date, and no certification date has been entered the User’s
Profile will be automatically disabled. If users have passed their test, click the User Certified box and enter in the date
listed on the user’s nexTEST certification. The recertification dates should be updated here as well.

e User Certified = LEADS Certification Expiration

e User Trained = Date LEADS Certification Test was Completed

e Hire Date = Date User was hired with your agency
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As a reminder, to add a new user please reference Daily Bulletin 07/29/21. All LACs will need to contact the ISP
HelpDesk. You may contact the ISP Help Desk at isp.helpdesk@illinois.gov or 866/LEADSO0 with any questions.
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