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How do I access ABCS?

Department of Family
and Protective Services

There are four main steps that must be completed to access ABCS.
These steps will be outlined over the course of the presentation.




Step 1: Complete Background Check
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Step 1: Complete Background Check

Before a user may access ABCS, a background check should
be submitted and completed on the individual by an
existing ABCS user on the account.

For new contracts, DFPS will work with the administrator
to complete the background check process and set up for
the initial user to access ABCS.

**The background check must indicate the individual is
cleared to work in the capacity requested in order to be
approved for access to ABCS




Step 2: Request Access to HHSC Portal
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« Access the HHS Enterprise Portal at:
https://hhsportal.hhs.state.tx.us

* Click the Register button.

Step 2: Request Access to HHSC

Portal
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https://hhsportal.hhs.state.tx.us/
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DFPS staff:
« Select I am an HHS Employee

« Enter and Re-enter 11-digit DFPS
Employee ID

* Click the Next button

Self Registration ()

®) | am an HHS Employee.
() lwork at HHS as a Contractor, Temporary Worker, Volunteer, or Intern.
) | work for a Non-HHS Government Agency or Private Organization.
()1 am a Citizen.
Employee IDs consist of eleven (11) numerical values.

Enter your HHS Employee ID*

Re-enter your HHS Employee ID*

Step 2 (continued)

All other ABCS users,
including external partners:

« Select I work for a Non-HHS
Government Agency or Private
Organization

« Enter and Re-enter Employer
Identification Number (EIN) also known
as the Tax Identification Number (TIN).
Note: If you don’t know the EIN or TIN,
select Search for Organization.

* Click the Next button

Self Registration

(O 1 am an HHS Employee.
() 1 work at HHS as a Contractor, Temporary Worker, Volunteer, or Intern.
(® | work for a Non-HHS Government Agency or Private Organization.
()1 am a Citizen.
Enter your Organization's Employer Identification Number (EIN} without hyphens.
Enter EIN*
Re-enter EIN*

Search for Organization

Cancel m




¥ Personal Information

Prefix [v]
(] First Name*

Step 2 (continued)
Last Name®

Department of Family Suffix
and Protective Services Preferred Name

Personal Email

¥ Enterprise Partal Information

Usamame® = Usemame can contzin 8-z, A-Z, or 0-8

« Enter required profile details.
- . = Uzemame can contzin the following special characters _- . @
® C I I C k th e N eXt b u tto n User Type Partner EITID|01,'EB = Mumeric only Usernames are not allowed

= A green checkmark means your selectad usamame is available.

Organization Name X . i
& = Ared (x) means your selected usernams is unavailable.

¢ Agency Information

Work Email*

N ote : Confirm Work Email*

Work Fhone®  FEE-HER-FRRA-exdension

Notification of decisions made will be kP
ema|IEd to you at the address + Work Locztion Information
provided.

Physical Address 1
Physical Address 2

Physical City

If you get a pop-up that says your N =
email address is already in use, click S
on Next to by-pass and move to the [Jsame s Pyt s

Mailing Addrass 1
next step. ing Addss 2

Mailing ity
Mailing State []

Mailing Zip Code

[wec] [




Step 2 (continued)

Department of Family
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You will receive an email confirming request for HHS Enterprise Portal access advising
a decision must be finalized within 10 calendar days or the request will expire.

| D) 2 v |5 Request Submitted: Access to the HHS Enterprise Portal - Message (HTML) | = ' (=] g@
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From: IdentityManageTest@hhsc.state. tx.us Sent:
To:
Ca
Subject: Request Submitted: Access to the HHS Enterprise Portal
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**** THIS EMAIL HAS BEEN GENERATED FROM THE TEST ENVIRONMENT ****

Hi,

Your request to access the HHS Enterprise Portal has been sent to the first level approver(s) at your organization for action. You will receive a new status

within ten calendar days.

If vou have questions regarding this request, please contact the relevant approver(s) at vour organization.

Thank you,
HHS Enterprise Identity and Access Management

Please note: Replying to this email will not be considered as approval/rejection for this request. Any such emails sent to this address will be ignored. ”




Department of Family
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Step 2 (continued)

When request is approved, you will
receive an email with a listed
Username and Temporary Password.

Click the link in the email to the
HHS Enterprise Portal.

Al > 9|5 ***** Confidential **** Initial Access to the HHS Enterprise Portal - Message (HTH
File. | Message Adobe PDF
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To:
Ca
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**** THIS EMAIL HAS BEEN GENERATED FROM THE TEST ENVIRONMENT ****
Hi,

Welcome to the HHS Enterprise Portal! Your account is active and ready for use. Access the portal using the f|
https://hhsportal hhs state.tx.us

Use the following credentials to sign in:
Usemame: Username123
Temporary Password: Temporary123

After accessing the portal for the first time, you will be required to change your temporary password and creat
questions regardmg how to complete (hxs actlon please review the HHS Enterprise Portal Web Help httgs /hhs

ATAN- Les Ll atnl iy ot s Sanstal £ont Db Toans £ T Fapees Y 1ol '

On the portal:

 Enter the Username and
Temporary Password.

« Click the Sign In button.

Sign In

Username  Username!23

Password  Temporaryl23

Forgot Usermname?
m Forgot Password?



Step 2 (continued)

Department of Family
and Protective Services

Acceptable Use Agreement

« Read the Acceptable Use

Ag reemen t Please review and agree 1o the terms of the Acceptable Use Agreement. You must scroll to the

« Scroll and select the end of the agreement to enable the checkbox.
checkbox confirming your Health and Human Services Acceptable Use Agreement (AUA) .
un d erstan d in g (Formerly known as the Computer Use Agreement or CUA)

Please read the following agreement carefully and completely before signing.

« Enter your name in the fields gy 2 RN SV S SR
provided as your electronic . -
s we UlE ARG AL, o oDl bae DOy D

S| g na tU re - Proper authorization is required for access to all information owned by HHS Agencies, except for v
information that is maintained for public access.

. .
C I IC k th e Next b utton By checking this bax and typing my name below, | acknowledge that | read and understood the agreement, and |
agree to comply with its terms.

Provide an electronic signature by entering your first and last name £ :
First Name

Last Name Cancel m




Step 2 (continued)

Department of Family
and Protective Services

- Enter and confirm the Change Password
new pa SSWO rd fo I IOW In g You must change your password to continue. Password Rules
the PaSSWO rd RU |eS @ The password should not be empty.

. New Passvord | waed m wl There should be at least one upper case |etter.
® C I IC k the N EXt b UttO N & There should be at least one lower case letter.
Confirm New Password © There should be at least one number.
) There should be at least one non-alphabetic characters from the following:!
m @#5% 87 ()_+|~="{}1:2,./
€ Minimum length of the password should be 8 characters.
© Maximum length of the password should be 16 characters.
€ At least four characters in the new password must be different from the current
password.
€ Both new password fields should contain the same data.
@ The password should not be the same as the username.
The password should not be the same as your First name or Last name.
The password should not be the same as the last 6 passwords used.
The password will expire after 90 days and must be changed after expiration.




Step 2 (continued)

Department of Family
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« Choose three different security questions and enter answers for them
* Click the Next button

Security Questions

To help ensure the security of your HHS Enterprise Portal account, choose three guestions and provide vour answers below.

Question =  VWhat is your favorite pet's name? ﬂ

Response ©

Confirm *

Questipn =  VWhat is your favorite sport? v

Response *

Confirm *

Question * Who was your faverite teacher? ﬂ

Response *

- =3




Step 2 (continued)

Department of Family
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When additional account creation steps have been completed, you will be
redirected to the HHS Enterprise Portal login page.

« Enter Username and new password
» Click the Sign In button

HHS Enterprise Portal #&

Lot
B aTExAs
Health and Human Services System

System Use Notification Sign In

Waming: This is a Texas Health and Human Services information resources system that contains Username }
State and/or U.S. Government information. By using this system you acknowledge and agree that

you have no right of privacy in connection with your use of the system or your access to the Password
information contained within it. By accessing and using this system you are consenting to the

monitoring of your use of the system, and to security assessment and auditing activities that may Forgot Username?
be used for law enforcement or other legally permissible purposes. Any unauthorized use or m

access, or any unauthorized attempts to use or access, this system may subject you to disciplinary
action, sanctions, civil penalties, or criminal prosecution to the extent permitted under applicable

faw New to the portal? . RC

Forgot Password?

Click here to sign Acceptable Use Agreement (AUA)




Step 3: Request Access to ABCS

Department of Family
and Protective Services




Step 3 (continued)

Department of Family
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Once logged into the HHS Enterprise Portal, complete the following steps:
« Select Manage Access on the left

» Select checkbox for ABCS

* Click the Next button

HHS Enterprise Portal #

t'& TEXAS

Department of Family and Protective Services

Access Management Select Items
Notifications Select up to 15 items.
Manage Access Search: |
Vigw Agieeniantd Access Name Description Username
[ ]CAPPS Centralized Accounting & Payroll/Personnel System 00000102857 A
Applications
CAPPS & ABCS DFPS Automated Background Check System 00000102857
Report Abuse [1AARS Adverse Action Record Sharing System
ABCS [[1ARTSWeb Accounts Receivable Tracking System Web

[1CM Admin DADS Administrative Tools




Step 3 (continued)

Department of Family
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Review Order

« Click the Information Required

X Item Name * Request Type Submitted For Status
| I n k ABCS New Access A nformation Required [l

« Complete additional required

Provide Information: DFPS Automated Background Check System

° Ad d th e Ag e n Cy AC C O u n t I D Toc 1 your for A d Background Check, please provide additional information.
you are requesting access to
in the Comments section

Middle Name:

* Click the Next button

Name

Date of Birth: *
mm/ddlyyyy (=]

Do you have Social Security Number (SSN)?
O Yes @ No

Identification Type: *
Select One v

Identification No: * @

Comments (Maximum character length is 250)




Step 3 (continued)

Department of Family
and Protective Services

« Read the agreement and check the box indicating that the request is true and
necessary.

* Click the Submit Order button

Review Order

| Empty cart

tem Name * Request Type Submitted For Status

ABCS New Access (v] Edit ]ﬁ[

il understand that by submitting this order | am agreeing that all infermation in -
each reguest is true and necessary. Return To List Submit Order




Step 3 (continued)

Department of Family
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You will receive an email confirming request for ABCS
access and advising that the approver has 10 calendar days

to review and make a decision.

| > 9|5 Request Submitted: Access to ABCS - Message (HTML) | = | (=] ﬁ
File 1 Message Adobe PDF = 0
- > ) =
N . EkM Sy Rules ~ F
i 1gnore x « 4 = ?' EEng 3 D Rules :‘_Ld (3 Mark Unread a& @4 Find Ay
= @m- | ®|oneNote = 2 Related ~
~ Delete Reply Reply Forward , Move Assign HC ize ~ | Translate Zoom
& Junk All & More ~ - [2] Adions | pgjiy ~ =™ Selegoie 2 Ly Select -
Delete Respond Move Tags , Editing Zoom
From: IdentityManageTest@hhsc.state. tx.us Sent:
To:
Cac
Subject: Request Submitted: Access to ABCS
_R':~~-|"-1---|'--:'~-|-'~3 (e, S| 5 | 6 1 7 | 8 | S | 'T[{?_:]
| 7 0 T 7 T e

*=*** THIS EMAIL HAS BEEN GENERATED FROM THE TEST ENVIRONMENT ****
The following request has been submitted. Please review the details below:

Request for: Johnny Test

Requested by: Self

Application: ABCS

Status: Waiting for Approval from first level approver at your organization
Request Type: Add

You will receive a new status within ten calendar days. If you have any questions regarding how to complete this action, please review the HHS Enterprise
Portal Web Help https://hhsportal hhs state tx us/iam/mvportal’help and FAQs https:/.hhsportal hhs state. tx.us/iam/portalfooter ?fromF ooter=faq. For
further help or if you believe you have received this email in error, notify the HHS Enterprise Portal Team.




Step 3 (continued)
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When a decision has been made on your request, you will receive an email
notifying you whether the request was approved or not.

ACCESS GRANTED

If approved: If denied:

« Login to the HHS Enterprise « Contact the representative for
Portal the account

« Click ABCS link under My
Applications

My Applications

ABCS




Step 4: Use ABCS
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Step 4 (continued)

Department of Family
and Protective Services

You are now ready to use ABCS!

View ABCS resource document
“Using ABCS"” and the “"ABCS
User Guide” for additional
instructions on ABCS functions.




ABCS Resources

Department of Family
and Protective Services

DFPS Background Checks website |+ http://www.dfps.state.tx.us/Background Checks/
ABCS.asp
« Resource documents:
> Approving Access to ABCS
> Using ABCS Training
« ABCS User Guide

BC Mailbox  AskCBCU@dfps.state.tx.us
BC Handbook o http://www.dfps.state.tx.us/handbooks/CBCU/
HHS Enterprise Portal Help « (512)438-4720

e https://hhsportal.hhs.state.tx.us/iam/portal/Ho
me/portalH ome/help



http://www.dfps.state.tx.us/Background_Checks/ABCS.asp
mailto:AskCBCU@dfps.state.tx.us
http://www.dfps.state.tx.us/handbooks/CBCU/default.asp
https://last.hhsportal.hhs.state.tx.us/iam/portal/Home/portalHome/help
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