CityLaw/ .
@ @ CountyLaw Remove the Login Prompt for a User

Does the user see a login prompt when opening CLW?

= Enter your User Name or Password.
User ID : | | Login
Password : | | | Cancel

Other User

If your site does not require users to login with a password, this prompt can be removed.

Depending on your site configuration, the prompt may be removable by anyone with access
to the System Management module using Method #1.

If the prompt is not removed after completing the steps for Method #1, a System
Administrator with the Admin Password will need to perform the steps in Method #2.
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Method #1

Complete the following 8 steps:

1.

@ NSO DR WN

Open System Management.

Select the user type.

Open the user's contact record.

Enter the user's Net User ID.

Uncheck Force login password.

Press Save.
Add the CLW URL to Trusted Sites.
Test if Method #1 worked.

Step 1. Open System Management.

The System Management module can be opened by either selecting the System
Management icon from the Global Toolbar or selecting Tools from the Menu Bar and
then selecting System Management. If you do not see the System Management icon in
the Global Toolbar or as an option in the File menu, you do not have access to the
System Management module.

File Options Tools Help

ANdF LS & ARG & W a

File Jools | Help

¥

» o
aQa s if System Management

/,7} 47 My Preferences
4
Records Management Tracking

TR

Global Reports
My Open M{
Find My Files

Module T Personal Calendar
Group Calendar

My Email Time Accounting Entry

Timesheet Batch Entry
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Step 2. Select the user type.

On the Files tab of the Global System
the user is an Other Staff type.

section, select the user's user type. In this example,

System Management
Global System

Files | Admin | Reserved |

o . Q%
A A Wwd

Department
Fund - Accounts
Seaff Types
Teams

Prefix

Calendar Types
Holidays

Note Types ‘
Fiscal Years

Retention Class

Insurance Funds

User Setup and Security

Attorney Object Codes
Investigator Street Types
Paralegal Directions (Compass)

Judge Subject
Report Footer Text
Vendor Vendor Object Codes

Outside Counsel

Other Staff

Enterprise-wide Staff Gang Codes
People Clique Codes
People Types

Consolidate People

Close

Step 3. Open the user's contact record.

Left-click on the user to highlight their name and then press Edit to open the user's contact

record.

Other Staff Maintenance

o] Name

D T Name
cYc

> lDEMO Demo Cycom User

Cycom Data Systems

Edit Inactive

Drag a column headar and drop it here to group by that column

Show Inactive Only

Search

Delete Print A v Close

3y
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Step 4. Enter the user's Net User ID.

The user's Net User ID is their Windows net user account name and it is case sensitive. If
you do not know the user's Net User ID, check out this article: Find a User's Net User
ID. (Note: If there is already a value entered into this field, do not assume the Net User
ID is entered correctly. The most common problem causing the login prompt to appear is
an incorrect Net User ID. Verify the user's Net User ID and re-enter the value.)

Maintain Other Staff Records
»
l § # Other Staff records are maintained here. %
Code ID | DEMO Type S = | Show all staff types Force login password
’ Net User | demouser
Team % Dept b
Name | Demo Cycom User |
Title |
Address Phones |
J
City St Zip |
Email | test@cycominc.com |
Tax ID Suffx Rate Class hd
Ref Show All Rate Classe
o ¥ Billable
| Calendaring
__| CMS Reporting Enab
Mail Box ID  test@cycominc.com | Inactive
Import Address Save Cancel

Step 5. Uncheck Force login password.

Make sure the box for Force login password is not checked.

Maintain Other Staff Records

Code ID| DEMO

Net User | demouser

Name | Demo Cycom User

"
f § ~ Other Staff records are maintained here.

Type S

Team

Modules...

v L Show all s‘a .| Force login password

v

Dept =

Title

Address

City
Email | test@cycominc.com
Tax ID

Ref#

St

Phones |

Suffx Rate Class Y

Show All Rate Classe
¥ Billable

Mail Box ID test@cycominc.com

Import Address

v Calendaring
| CMS Reporting Enab
| Inactive

Save Cancel
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Step 6. Press Save.

Save the user's contact record by pressing Save.

Maintain Other Staff Records
( f : Other Staff records are maintained hers. %
Code |ID | DEMO Type S ¥ ) Show all staff types || Force login password
Net User | demouser
Team = Dept -
Name | Demo Cycom User
Title
Address Phones
City St Zip |
Email | test@cycominc.com
Tax ID Suffix Rate Class hd
Ref Show All Rate Classe
gtk ¥ Billable
v Calendaring
CMS Reporting Enab
Mail Box ID test@cycominc.com | Inactive
Import Address ‘ Save Cancel

Step 7. Add the CLW URL to Trusted Sites.

Confirm the URL for CLW has been added to Trusted Sites. If you don't know how to do
this step, check out this article: Add CLW to Trusted Sites.

Step 8. Test if Method #1 worked.

Close CLW and log onto the system as the user or have them log on their own device. Open
CLW. Is the prompt gone?

If the prompt is still present, try Method #2.
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Method #2

For security, some sites are configured to require that a System Administrator enable
new users by assigning them passwords. Until this step is done, a new user will not be able
to enter CLW and they will see the login prompt. Enabling a user using this process requires
the Admin Password.

Complete the following 6 steps:

1.

o nkhWwWN

Open User Setup and Security.

Enter the Admin password.

Select the user and press Edit Password.

Create a temporary password.

Open CLW as the user.
Test if Method #2 worked.

Step 1. Open User Setup and Security.

To open User Setup and Security, select Options from the Menu Bar and select User
Setup and Security. (In later versions, User Setup and Security is also available in the
lower left corner of the System Management module.)

File Options | Tools Help

sf\ Who am |.. CJ

Show Logged In Users
. User Setup and Security
Reset Dialog Defaults

Deny File Access

m' Show All File Access Restrictions w

Step 2. Enter the Admin password.

When prompted, enter the Admin Password. If you do not know the Admin Password,
you will not be able to complete Method #2.

Enter Admin Password

Admin Password

OK Cancel
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Step 3. Select the user and press Edit Password.
Left-click the user in the list to highlight their name, then press Edit Password.

Maintain Security

@ Maintain user priviledges and user security
& types. | Show Inactive Cancel Save

Edit Password Aaintain Profile Maintain Privileges

User ID . Name Search | |

cve Cycom Data Systems Global

| DEMO Dama Cycom User Global
MAIL U. 5 Mall
4% Sarah A Beye Global

EMA Antnerian, Scott A

Step 4. Create a temporary password.

Enter a temporary password, press the Tab key, and then re-enter the temporary
password. Press Save and close CLW. The temporary password can be any combination of
alphanumeric characters.

Maintain Password

@ Maintain this user's password. “ Save Cancel

User ID | DEMO

Name | Demo Cycom User

Password | eee Retry Password  eee

Step 5. Open CLW as the user.

Log onto the system as the user or have them log on their own device and open CLW.
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Step 6. Test if Method #2 worked.

If the source of the login prompt was due to security configuration settings, the user will be
prompted to enter a new password (see the image below).

Enter User’s Login Details

Current Password |

New Password

Re-enter New Password

Save Cancel

Enter the temporary password from Step 4 in the Current Password field. Enter a new
password in the New Password field. Re-enter that password in the Re-enter New

Password field. Press Save and close CLW. Now when the user opens CLW, the login
prompt should be gone.

If Method #2 did not work and the login prompt remains, please contact Cycom Support.
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