User Guide for RESDUpload 

Web Application

RESD Interface

RESD employee have a tool to manage the RESD Upload application.  The administrative functions for the RESD Upload application reside on the intranet application server at the following URL: https://webapps.dgs.ca.gov/resd/resdupload_admin 

The application allows the RESD employee to verify and approve new client users.  RESD employees can upload files for their clients.  The client will receive an email with a link to the file  RESD employees will be given access to the system from their supervisor.  When an employee leaves or retires, it is the responsibility of the supervisor the remove the employee from the system.  Much of the functionality for the RESD Administrator is similar to the client’s portion of the application.
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Enter your email address and password.  If you can’t remember your password, you may have the system send it to you.
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Enter your email address and you will receive an email with your password.
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Confirmation page that your user name and password have been sent to your.
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Sample email with user name and password.
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Subject: RESD Upload Password Request

Dear Customer,

User name: yourusername
Password: yourpassword

Please save this user information in a secure location for future reference.
Please click on the link below to logon to the RESD Upload Adminstrator User Interface.

webapps.dgs.ca govRESD/RESDupload adminlogin.asp

Thank You
RESD Upload Administrators
RESD-Upload@dgs.ca gov




If the system cannot find your email address, you will receive the following response:
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You can have an email sent to the email administrator (RESD-Upload@dgs.ca.gov) requesting access to the administrative portion of the RESDUpload application.  You may want to consider cc’ing your supervisor for faster results.  The email administrator is a global email address and may not be closely monitored.

Once logged onto system, the left navigation bar will change and show the options available.  
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View Received Files
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Sample list of file sorted by file name.  RESD users may click on the link to open or save the file.  RESD users will only see files for their own branch.  The date the file will be deleted is also listed on this report.
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Sample list of files sorted by External User Name.  RESD users will only see files uploaded to their branch.
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Send File to User – Resd employees can make files available to a RESD client.  Once the file has been uploaded, an email will be sent to the selected RESD client.
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Click the browse button to find the file to be uploaded and enter a brief description of the file.
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External User Accounts:

Maintenance:  You may update or correct information in the profile for one of your external users.  You have a choice of sorting the clients by their first name of by the RESD contact name.
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External User Name:
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RESD Contact Name:
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Select the external user’s name you would like to update.  Make necessary changes to the profile, then click the update button or cancel to abandon the update.
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Unlock – If an external user tries to log onto the RESDUpload Application three times unsuccessfully, the account will be locked out.  The user will need to contact the RESD employee they’re working with to have their account unlocked.  This feature was implemented to prevent unauthorized users accessing the application.
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Select the account that you want to unlock
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View of account to be unlocked:
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Confirmation screen that the account has been unlocked or reset:
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Sample email sent to RESD external user when their account has been unlocked/reset:

[image: image23.png]From:  RESD Upload Adrmiistrator [chvis.pormerenck@dgs.ca.gov]
To:  cpommere@yahoo.com

o

Subject: RESDUpIoad - Account Reset

Dear Donald,
Your account with the RESD Upload Services has been reset.

User Name: donald
Password: donald

Your account was reset by: chris pommerenck@dgs.ca.gov.

Click on this link to return to the RESD Upload Application.




Review Regisgration:  RESD employees can approve or deny a request for access to the RESDUpload application.  Before approving a request, be sure they are a valid external user.

The external users complete their profile, then an email is sent to the individual they are working with.  The user selects the RESD employee they are working with from a dropdown menu while completing their profile.  The external user will not have access to the system until their profile has been approved by a RESD employee.

New users awaiting approval from RESD will be in the pending group until their profile has been approved or denied.  The external user will receive an email when their profile has been approved or denied.
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Sample screen of user profile to be review.
[image: image25.png]California Home DGS Home

Welcome to Geﬂerﬂl Ser

RESD Home
RESD Intranet

Upload Admin Home
View Received Files

send File

External User Accounts:

RESDUpload Administrator Interface

External User Profile to be reviewed

Adminstrators, Pease be sure f review tis information before approving users. You
Shoul at least calthe Depariment and verlfy one way or another that tis user s a vald
user. To chang the users information use the nk Profie Haintenance” on the ket
navigation.

Firsthame:  |0ors Lastilame:  |ouct

Maintenance
tntock Select your employer type:
Review Registration private Sector state © city © County € rederal ©
Compar 5
Change Your Password Name: e
BESDUser Maintenance  pgdress: 123 Disney Steet
Logort
city: Sacramento State: osses
Heip
Contactus Phone: (o16) 1231234 | Fax:
E-mai: cpommere@yanoo.com

Approve Deny cancel

‘Admins - After you approve or deny this registration request, the user will
receive a confirmation or denial e-mail.If ou select the cancel button after
review that leaves the registration in pending status.

Conitions of Use | Privacy Polioy | AccessbilityNonsisoiminstion Folicy | Discsimsr
“Copyright © 2008 State of Californis.





Change Password:  You may change your password at any time. You will be required to change your password once every six months.
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RESD Maintenance
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Add New RESD User - Enter the RESD employee’s first name, last name and DGS email address.  Select the employee’s office from the drop down menu.  An email will be sent to the employee giving the user name and password to access the Administrative portion of the application.
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Edit User Profile - Select the name of the user to be edited from the drop down menu.
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Make the desired changes and click on the “Process” button.  If you don’t want to save the changes, press the “Backsssss” button.
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Delete RESD User – This function actually makes a user inactive.  The user will no longer have access to the system and will not show up on the drop down menus as an active RESD employee.
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If you need to make a user active once more, you can click on the name, then activate the name:
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