To: «Dept _Head»

From Rosi Kl oberdanz & Jean Ostrom Bl oni gen,
Admi ni strative Print Committee Co-Chairs
Dat e: January 27, 2000
Subj ect : Qur goal is the elimnation of administrative paper reports

and we need your help

The Hi gher Educati on Conputer Network (HECN) has recently acquired new software
called “ PageCenter” to aid in the delivery of HECN admi nistrative batch
reports to end-users. Paper HECN reports your departnent currently receives
from NDSU s admini strative offices, will soon be available in a special
departnental nail box on the web.

At this point we need your help to deternine who should have access to the HECN
reports that are currently distributed to departnents by NDSU s admi nistrative

of fices. To setup access to your departnment's mail box, we need the information

requested on the attached Security Access Form Please conplete and return the
formto the Accounting Ofice by February 11th.

The new web software decol |l ates the existing reports, placing just your
departnent’s information in your assigned nail box. Once an HECN report is setup
on the PageCenter software, and tested for a nonth or two, the report will no

| onger be printed on the green bar paper. PageCenter allows for the automatic
archival of reports in the web nail boxes, so departnments will not need to have a
paper copy for record retention or other managenent requirenments. Exanples of
reports that will be delivered to your departnent’s web nail box are |isted on

t he backsi de of the attached form

The follow ng mail box(s) will be setup for your departnent:

Al t hough these reports are open records, you may not want or need all of the

i ndividuals in your departnent to access the reports. To access these reports,
i ndi vidual s nmust have a CICS or TSO nmai nfrane sign-on. The security systemis
not cunbersone, as it requires the sane user-id and first password that is
required to log onto CICS or TSO

Once we receive your form a web nmailbox will be setup for your departnent. As
a result, certain HECN departmental reports will be delivered to this nail box,
giving you the followi ng options for processing the information:

e View the information on your nonitor (reconmended),

e Print any pages of interest to a laser printer in your departnent,

e Cut and paste the output to another Wndows application,

e Save the output on your PC or network and email it or take it with you,

e Print the entire report at the Docunent Publishing Center (there will be a
cost associated with this option — currently about 4 cents per page).

To use PageCenter you nust have either Netscape Navigator (version 4.07 or
hi gher), Netscape Communi cator (version 4.7 or higher), or Mcrosoft Internet
Expl orer (version 5.0 or higher).

To allow as nany as possible to attend, two foruns introducing the PageCenter
sof tware have been schedul ed. The dates and tines are as follows: February 9"
at 2 pm (University Chambers Room Menorial Union) and February 10" at 10 am
(Room 319, FLC Bui |l ding). As a part of the foruns, a schedule of training
dates will be available and we will answer any questions you have on the
Security Access Form



