CPAIS QuickGuide: Computer Configuration and CPAIS Access

This QuickGuide gives general guidance on how to configure your computer to run CPAIS. Furthermore, at the end
of this QuickGuide appears a section on how to logon to CPAIS. These are only general steps and are not meant to
be exhaustive. For full and complete procedures (with more images) see the CPAIS Basics section of online help
(https://cpaisprdl.ocfo.usda.gov:8250/onlinehelp/index.htm), Setup and Access - Preparation.

Request an Account

You may not access the CPAIS application unless you have a valid eAuthentication User ID and a CPAIS profile.
The only prerequisite to obtain an account is that you attend a CPAIS training session. For more information on
obtaining a CPAIS profile, see User Management Application Help.

The following instructions are for users who have never had a CPAIS account. If you have a CPAIS account and
want to change your access privileges, see Modify an Existing Account.

To log on to CPAIS you must have a valid eAuthentication account. To view and edit data you must also have a
CPAIS account that contains roles and organizations that specify your level of access.

The first time you attempt to log on to CPAIS, you will be redirected to the User Management Application. Using
the User Management Application, you electronically request roles and organizations. After submitting your request
electronically, an authorized UMA Manager will review your request and approve, reject, or modify it.

1. Open a web browser window, such as Internet Explorer, and navigate to
https://cpaisprd1l.ocfo.usda.gov:8250/.

After reading the CPAIS Warning message, click Continue.
After reading the eAuthentication Warning message, click Continue.
Type your eAuthentication user ID and password into the appropriate fields
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Click Login.
As a new user, you will be redirected to the User Management Application so that you can request an
account.

Warning! If you enter an incorrect User ID and password combination three consecutive times, your
eAuthentication will be locked for up to an hour.

5. Enter personal information on the Personal Info. page. Some of the fields may already be populated based
on your eAuthentication account information.

User Name: Please enter the first part of your eAuthentication user ID. Do not include
punctuation, symbols, or non-standard characters, including "@". If your
eAuthentication user ID is "tjefferson@ars", type "tjefferson” in the User Name
field. You will not be able to change your user name after you complete
registration.

Phone Number: Please enter your office phone number in the following format: XXX-XXX-XXXX.
Agency: Select your agency from the list.
Home Org: You do not have to populate this field, but doing so will assist UMA Managers and

HelpDesk personnel should there ever be a problem with your account. Your Home
Org is your primary organizational unit.

Supervisor Name: Please type your supervisor's first and last name in the field.

Remarks: You do not have to populate this field. If you would like to include special
instructions or information about your personal information enter them in this
field.

Click Save.

Click the View and Request Changes sub tab.
Select an application from the Application Name list.
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Select the role you want to request from the Role Name list. For more information, see CPAIS User Roles in
the CPAIS Help.

Select your agency from the Agency list.

From the Available Orgs box, select an organization number from the Filter list to display organizations that
you want to add to your account.

Select the organizations you want to assign to the role and click Move or Move All to pass them to the
Requested Orgs box.

Click Add Selected Orgs to add the role/organization combination to your request.
The request displays in the My Roles and Orgs table. To cancel a request in the My Roles and Orgs table,
select it and click Cancel. You can cancel requests that have not been acted upon by an UMA Manager.

Click Save.

Your request is sent to an UMA Manager for review and approval. You cannot log on to CPAIS and edit
data until your request is reviewed and approved. Once the UMA Manager acts on your request, you will
receive an email.

Repeat Steps 8 through 14 for other roles, if necessary.

CPAIS QuickGuide: Configuration/Access 20f 7 October 2010


http://cpaisprd1.ocfo.usda.gov:8250/onlinehelp/mergedProjects/SystemMgt/index.htm#uma/cpais_user_roles.htm

CPAIS QuickGuide: Computer Configuration and CPAIS Access
System Requirements

The following are the minimum requirements your computer must meet in order to run the CPAIS application:

Item Minimum Reguirement

Memaory 256 MB ar higher

Operating Microsoft Windows 2000 or Windows P or newer,
System

Mote: CPAIS may run on Windows NT and/or Windows
08, but these operating systems are not supported.

Browser |Microsoft Internet Explorer 5.5 or higher,

PDF Reader |&dobe &crobat Reader 4.0 or higher. (For viewing
standardized reports).

Spreadsheet |Microsoft Excel 2000 (Office 2000 5R-1) or newer. (For
Application |use with CPAIS's "Export records to a file" function.)

Notes:

e Web browser "popup blockers" will prevent CPAIS from operating correctly — you will not be able to launch any
forms. Disable any popup blocker software before logging onto CPAIS.

e If installed on your computer, disable SecuRemote before logging onto CPAIS. Right-click on the icon
appearing on the Windows Start bar, near the clock, and select “Stop VPN-1 SecureClient”.

Download and Install JInitiator

JInitiator is a plug-in from the Oracle Corporation that is essential for running CPAIS forms and reports. JInitiator
must be installed on your computer before you can use CPAIS.

Note: USDA agencies may have different policies about installing software. If you do not have the necessary
permissions to install even this plug-in, please contact your local IT support staff.

1. Open a web browser and log on to the CPAIS.

2. From the CPAIS Main Menu, open the data entry form you want to run. The form will begin to launch in a
new window. When CPAIS detects that you don't have JInitiator on your computer, it will pause and
prompt you with a Security Warning.

Note: Windows XP users first may need to acknowledge the message in the Internet Explorer installation
bar in order to proceed.

Oracle Application Server Forms Services - Microsall Internel Expleas
Tnstall ActiveX Cont
ﬂ This =ite mighit requre the foiosng ActiveX control: Trade Snibator from 'Orade Corporation’, Chok here o mstall, . | Wihats the Risk? x

Infioerraton Bar Haln

.

Click the Installation Ear ..

ren select Install ActiveX Cont

3. Click Yes (or Run for Windows XP). The Jlnitiator installation wizard will launch.

4. Windows XP users may receive an additional security warning. Click Install and the JInitiator installation
wizard will launch, as above.

5. Accept the installation defaults by clicking Next. JInitiator will automatically begin installing.

6. At the confirmation message, click OK to complete the installation process.

7. If the web browser being used is Microsoft Internet Explorer 7 or Internet Explorer 8, continue to Install
JVM.DLL after completing JInitiator installation.
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Install JVM.DLL

The jvm.dll is a replacement DLL file for JInitiator that is used to fix connectivity issues encountered while using
Microsoft Internet Explorer 7 or Internet Explorer 8 to access the CPAIS.

1. Check the installed version of JInitiator by navigating to C:\Program Files\Oracle directory. If the installed
version is JInitiator 1.3.1.26, continue to step 2. If not, download the latest version of JInitiator by clicking
on Download Oracle Jintiator 1.3.1.26 located on the USDA Corporate Systems website then completing
the following steps.

Navigate to C:\Program Files\Oracle\JInitiator 1.3.1.26\bin\hotspot directory.

Rename existing jvm.dll file to jvm.dll.old

Replace file by navigating to Install JVM.DLL located on the USDA Corporate Systems website.

Click ‘Save’ and save the file to C:\Program Files\Oracle\JInitiator 1.3.1.26\bin\hotspot directory to
complete the installation process.
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Additional Web Browser Settings

For CPAIS to work smoothly, you should also make a few special changes to your web browser.

Launch Internet Explorer and from the

Tools
Tools menu, select Internet Options. The wail and N R
Internet Options popup box will appear. Al ane HEwS
Synchronize. ..
Show Related Links

Internet Options. ..

Select the Security tab to access that Internet Dptions e |
page of the popup box.

. General  SECUFiby |Cu:untent I Connections I Programs I Advanced I
Then click the Custom Level button to

open the Security Settings popup box. Seleck & Web content zone ko specify its security setkings.,

Local intranet  Trusted sites  Restricted
sikes

Internet
. This zone contains all Web sites you Sien |
haven't placed in other zones

—Security level For this zone
Mave the slider to set the security level For this zone,

- - Medium-low

- Same as Medium without prompks

- Maoskt content will be run withouk prompks

- Unsigned Activer controls will nok be downloaded
—_|_|— - Appropriate For sites on your local nebwork {intranet)

Cuskom Level. .. | Defaulk Level |

Ol I Cancel | Apply |
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Under the ActiveX Controls and
Plug-ins section, set the following
items to the state shown:

¢ Download Signed ActiveX Controls =
Enable

e Download Unsigned ActiveX
Controls = Enable

e Initialize and Script ActiveX Controls
not Marked as Safe = Prompt

e Run ActiveX Controls and Plug-ins =
Enable

o Script ActiveX Controls Marked Safe
for Scripting = Enable

Scroll down and under the Microsoft
VM section, set the Java Permissions to
High Safety.

Click the OK button to close the Security
Settings popup box. Then click the
Apply/OK buttons to save your changes
and exit the Internet Options box.

Security Settings

Setkings:

@ Activer contrals and plug-ins

{0 Disable
&) Enablz
3 Prompt

{0 Disable
&) Enablz
3 Prompt

) Disable
) Enable
{*} Prompt

1

r
@ Dawnload signed Actives conkrals j
@ Download unsigned Activey contrals
@ Initialize and scripk Activel controls not marked as safe

[CR Fie Ackimt? mmebeals amd mlos -r.-

.

—Resek cuskom setkings

Reset ko |Medium

j Reset |

]

Cancel |

Screen/Monitor Resolution

USDA computers may have a default screen resolution of 800 x 600 pixels. If you run a CPAIS form with this
screen resolution, you may not see the entire form onscreen at once. This in no way impedes your ability to use
CPAIS, it simply means that you must do some extra scrolling with your mouse in order to see all parts of the form.
Follow the steps below to change your screen/monitor resolution so that the whole form is visible at once.

From your Windows Start button in the
bottom-left corner of your screen, select
Start > Settings - Control Panel.

When the Control Panel displays, double-
click on the Display icon to launch the
Display Properties popup box.

»)

Display

Eﬁ Forgst Service

- ] Mew OFfice Document

' Open Office Document

A% Free AOL & Unlimited Inte. .

(= Programs
] Documents

E—- Settings
Q Search
@ Help

ﬂ Rur, ..

@% Log OFF joowles. ..
.!_I:f Shut Dowan...

B3 cControl Panel

L
] Metwork and Dial-up Connections
@ Printers
j Taskbar & Start Menu...

I iR start

50f7
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When the Display Properties box Display Properties 2] x|
appears, select the Settings tab.

" " . . Background | Screen Saver | &ppearance | Web | Effects  Settings
In the “Screen Area” section of this tab, I I I I l

use your mouse to move the slider so
that screen resolution changes to 1024 x
768 pixels.

Click the Apply/OK buttons to save this
change and exit the Display Properties
box.

fa §9 in

Dizplay:
|Bb BREE P72 on MYIDIA GeForceZ ke [IEM]
Colors Screen area
| High Celor (16 bit) HIE e
N T s 1024 by 7E8 pixels
Troubleshoot.... | Advanced... |

(] I Cancel | Apply |
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Open Internet Explorer and navigate to
https://cpaisprd1.ocfo.usda.gov:8250/. At
the Warning page, read the message and
then click Continue.

On the eAuthentication Warning page, read
the message and click Continue.

USDA United States Depariment of Agricullure
F USDA eAuthentication

ML =S Feye

WARMNIN:

This is a United States Department of Agriculture computer system, which may be accessed and used only for
official Government business (or as otherwise permitted by regulation) by autherized personnel. Unautharized
aceess or use of this computer systern may subject vislatars to criminal, civil, and/or administrative action. Al
informatien on this computer system may be intercepted, recarded, read, copied, and disclosed by and to
authorized persannel for official purpeses, indluding criminal investigations. Access or use of this computer system
by any person, whether authorized or unauthorized, constitutes consent to these terms.

WARMNIN:

Cancel Continue

eAuthentication Home | USDA.gov | Site Map

‘ Accessibility Statement | Privacy Policy | Mon-Discrimination Staterment | wuw.FirstGov.goy

At the login screen, enter your
eAuthentication username and password
and click Login.

If you want to change your password, click
Change My Password.

If you have forgotten your eAuthentication
User ID or password, click the
corresponding links on this page.

A |

USDA.  unitea states beparment of Agrcutture

ﬁ USDA eAuthentication

e e O Y

Home | About eAuthentication: Help : ContactUs : Service Centers

[ Quick Links

» What is an account?

eAuthentication Login

v+ Creata an account

User ID: | Want To...
> Update your account
Password: change My Passwo rd

Administrator Links
Reset My Forgotten

» Local Registration Login Passvro rd

Autharity Login Retrieve My Forgotten
User ID
What's New

NEW! Password Requirements are Changing!

Password rules are changing for level 1 accounts
Please be aware that you may be prompted to changs
your password the next ime you log in!

o Click here for more informatian!

Important! Employees and Contractors:

® Please update your business email and phone in your
profile. Click here for additional details,

sAuthenticstion Hame | USDA gov | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discrimination Statement | wow.FirstGau. goy

If your login was successful, CPAIS displays the Main Menu. Selecting a topic from the navigation frame to the
left will cause all forms, reports, and Discoverer reports available for that topic to display in the right frame.
Click the name of the form, report, or user view to launch it.
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