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SUBJECT: WEB.ICASS SOFTWARE GUIDANCE - CREATING USER

PROFILES AND LAPTOP SPECIFICATIONS

1. Summary: This cable contains two sets of guidance. The

first guidance is to help posts create user profiles in

Web.ICASS so that the financial staff can start preparing

their ICASS budgets.  The second guidance provides

specifications for laptops that will be used to run

Web.ICASS at the upcoming ICASS budget workshops. Guidance

on preparing FY 2005 ICASS and Non-ICASS budgets will be

provided septel.  End summary.

---------------------

Getting Started Early

---------------------

2. Posts can start working on their 2005 ICASS budget

before receiving the Web.ICASS installation package.

Web.ICASS was designed so budgets created in the old

software can be imported into the new software. If post

chooses, it can open its 2004 final budget in ICASS

version 10.5, click the Create Next Year's Plan feature

and begin entering cost information on the budget

worksheets.  Once Web.ICASS is installed, follow the steps

in paragraph 7 below to import the FY2005 budget into

Web.ICASS.

------------------

Systems Procedures

------------------

3. After Web.ICASS version 2.0 is installed, the Systems

Administrator must activate your post from the PASS

administration folder.  Next, the Systems Administrator

must create user profiles and passwords for the Management

Officer, Financial Management Officer (FMO) and the

relevant financial section staff.  We suggest that the

financial office provide a list of the names and titles of

these people to the Systems Administrator, noting that

they should have access to the ICASS folder.  Folders for

"FSC" and "ASP" are also part of the applications,

designed specifically for FSC Charleston and USAID

Alternate Service Providers (ASP) for preparing ICASS

budgets. ICASS is the only folder that should be activated

for the post financial sections.

4. Eventually post may want to establish a formal process

for creating user profiles.   There are many more

participants in the ICASS process who will want access to

the ICASS worksheets and reports, for example the GSO and

RSO, for example.

------------------

Initial FMO Action

------------------

5. After the administrator creates user profiles for the

staff working on the ICASS budget, users should log into

the system and create their own passwords.  A "Plan Owner"

should be designated by the FMO.  This is generally the

LES budget analyst who manages the ICASS allotment. The

Plan Owner would then import the ICASS budget into

Web.ICASS.  The plan would be either the 2004 final budget

or the 2005 initial budget.

6. Web.ICASS is very similar to the old ICASS software.

Functions such as importing, exporting, copying and

creating a new plan now appear as buttons at the top of

the Pass Explorer screen.  These buttons are only apparent

when the user selects the ICASS folder and Plan

Maintenance file.

---------------

Importing Plans

---------------

7. To import an ICASS budget, click on the ICASS folder

and Plan Maintenance file, and then click the Import Plan

button.  You can only see this button if you are in the

Plan Maintenance mode of the ICASS folder.  A message box

appears asking the user whether he or she is importing a

plan created in the old ICASS software or the new

Web.ICASS.  The question, "Import Web.ICASS file format?"

should be answered as "No" since first time users of the

system are importing plans created in the old software.

Importing a plan from the old software requires data

conversion; please be patient.  The point of conversion

usually hits at about two-thirds of the importing process

(62 percent).

------------------

Designating Access

------------------

8. Next, the Plan Owner should designate an alternate plan

owner and the plan users.  Plan owners have more

capabilities than plan users such as the ability to submit

the plan to DC via the network.  Plan users cannot.

Please refer to the Web.ICASS user manual for more

information on plan owners and plan users.

9. To designate plan access, the plan owner should be in

the Plan Maintenance mode.  Click the Open Plan button to

open the plan.  Next click Plan Security, located with the

other functional buttons at the top of the PASS Explorer.

When this window is opened, the plan owner should see

his/her user ID and editing capabilities listed.  To grant

access to another user click Add.  The Add User window

appears.  Click the button to the right of the User Name

box and select the user to whom you wish to assign access.

Once complete, click Add.  You can do this for several

users at this time and then Exit the module.

-----------------

Setup is Complete

-----------------

10. Now you are ready to start working on your ICASS

budget in Web.ICASS version 2.0.  The worksheets, folders

and files look and function the same as the old software

so we encourage our experienced users to start working

soon.  For our newer financial personnel, a separate

guidance cable will address budget preparation.

11. Of special note: you may notice that some of the

reports in the report tab have been renumbered.  For

example, supplemental report number 10 has been moved to

the key reports and is numbered six.  It is clearly a key

report, since it is shared with the ICASS council, and has

been newly designated as a key report in the software.  If

you have trouble locating a report that you have used in

the past, contact ICASS Technical Support.

12. The Partial Year Invoice and TDY Invoices will not

appear on your screens in this release.  Since these

modules were not complete in time for the August release,

and would not be used until after the ICASS budgets are

prepared and submitted, an upgrade will be issued at a

later date.

---------------------

Laptop Specifications

---------------------

13. The recommended minimum specifications for a laptop

running Web.ICASS are listed below.  The System

Administrator must perform installation of Web.ICASS, the

Stand-Alone version.

14.             Hardware

-- Minimum 256 MB RAM; optimum 512 MB

-- 900 Mhz processor

-- CD-ROM and 3.5 disk drives

-- 100 megabytes free hard drive space

-- Screen resolution on the monitor should be set to

800x600 or greater

15. Supported Operating Systems (latest ITCCB approved

service packs and hotfixes are recommended)

-- Windows NT 4.0

-- Windows 2000

-- Windows XP

-- TCP/IP must be present as part of the operating

system

16. Software

-- Internet Explorer 5.0 or later

-- Microsoft Office 97 or above

-- Two Java components will be installed as part of the

installation: JdataConnect and the Java Runtime

Environment version 1.3.1_07).

17. Installation

A. Installing the software is a simple procedure that

should only take a few minutes.  A two-page document is

included on the Web.ICASS CD and download website

outlining this process. (See http://pass.irm.state.gov/,

lower left corner labeled "Web.ICASS v 2.0).

B. The entire installation is contained in the executable

called ICASS StandAlone.exe.

C. In most cases "Next" will be chosen for all

installation screens.  Do not be alarmed if you see a

warning screen that says "Internet Explorer DoS Edition

Not Found". That warning message was added to comply with

Diplomatic Security requirements for software running on

the Department of State's OpenNet.  The laptop is not

connected to the department's OpenNet so this warning does

not apply.

D. Two Java components will be installed as part of the

installation: JdataConnect and the Java Runtime

Environment version 1.3.1 07.

E. An ODBC connection to an Access database is created.

Because the software uses a run-time version of Access, it

is not necessary to have any version of Microsoft Access

installed on the computer.

F. A shortcut icon is created on the users desktop.

18.  FOR TECHNICAL SUPPORT QUESTIONS, CONTACT THE ICASS

TECHNICAL SUPPORT HELP DESK AT 202-663-1973 OR BY E-MAIL

AT ICASSTECHNICALSUPPORT@STATE.GOV.

19.  MINIMIZE CONSIDERED.

POWELL

