ACCESSING REPORTS FROM THE
CCCCD SECURED WEBSITE

You can log in using Option 1 or Option 2.
Option 1 Login:

Open internet explorer and enter: www.4cd.net/k12
Select: Documents.

Contra Costa
Community
College District

Documents

K-12 Net

Schedules and Calendars
2008 - 2010
The FACS (Financial Accounting Control System) has been working for Contra Costa County
school districts since 1985. It has grown from 2 "one line at 3 time" financial entry system to 3
fully integrated finance, payroll and personnel system. Personnel is the driving force of the FAC
system as payroll and budget are dependent on this application.

The FAC system offers:

Select: Secured Websites

Contra Costa
Community
College District

ALL FACS Freqg Used

Screens K-12 Net

Dictionary

Budget Documents
K-12 Site Map

e What Are You Budgeting For??

Printing Reports From The | Credentials
Secured Website e Manual

Reports Index e Screen Instructions (NARD)

K-12 Home Page

Data Warehouse
e Creatina an ODBC Connection

The sign on screen pops up; enter user name and password.

Connect to www._4cd. net El

Zonnecking to v, 4cd. net,

User name: |ﬂ sspayroll "|

Password: | T TIIIITITT] |

[ Iremember my passward

[ Ok l [ Cancel
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http://www.4cd.net/k12

Option 2 Login:

Open internet explorer and enter:
https://lwww.4cd.net/k12/secured/<yourdistrictname>

E. G.: https://www.4cd.net/k12/secured/orinda

DPS only would use COE as district name.

COE Payroll and Personnel Services would use SS as the
district name.

The sign on screen pops up; enter user name and password.

Connect to www.4cd. net

Connecking ko wisw, dod, nek,

User name: | €3 ssPAYROLL v |

PESSWI:Ir'Ij: | L L L LLLLLLLYL]) |

[ Iremember my passwaord

[ (04 l [ Cancel ]
NOTE: DBO6s or CBOG6s s houl debDistict Departinent) ani ce G
User names and passwords to distribute to the proper Users.
Payrol | and Finance users wil/ have separate

NOTE: You will need to save your reports to a CD for your Permanent Record.
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https://www.4cd.net/k12/secured/orinda

Select: View Sites

Contra Costa
Community
College District

K-12 Secured Websites

View Sites

Welcome SALAMANDARNEW \sspayroll v

The site that appears in the Example is SS.

Home = K12 = K-12 Secured Websites Welcome SALAMAMDARMEW \sspayrall ~
K-12 Secured Websites
K-12 Secured Websites = All Site Content
T | All Site Content
View All Site Content | Yiew: | Sites and Workspaces ~
Mame Description Items Last Modified
Sites and Workspaces
g == 57 minutes ago
_
SELECT

The following screen comes back. Select the folder depending on the User ID that you
entered in the pop-up box. (I.E.: Payroll or Finance)

P’ ‘"
Contra Costa “ Al A
Community A T 55m

College District

pdthlﬂays to chcess;

SS

@ Finance Reports
o Payroll Reports

Welcome SALAMANDARNEW \sspayroll ~
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Select the report to view print, copy, send or delete. Reports cannot be modified.

Reports with the same names will override previous reports (I. E.. WA_PY09.PDF for

the month end June payroll will be overridden with the July monthend P Y 0 9.6 s )

Contra Costa

Commun

Payroll Reports

Mew =

Upload -

Actions ~

View:  All Documents

-

Ype

R N S I e e N N

SEPL34_FY03
SSPAQZ_FYO2
SSPAQ3_FYO2
PLOTRYE_PRELIM
55_PY60_02
55_FACPYS1
55_PLOGO1
55_PLOG02
55_PLOS
55_PLOSCUR
55_PLOSFCUR
55_PL14
55_PY30P
55_PY50_2007
55_PY50_2008
55_PY51_2007
55_PY51_2008
55_PY&0_01
55_51901_TSA
55_58701_TSA

Modified

7132009 2:07 PM
7{13/2009 2:07 PM
7{13/2009 2:07 PM
7/13/200% 1:45 PM
7102009 2:21FM
7(10/2009 2:21FM
7/10/2009 2:21PM
7/10/2009 2:21PM
7102009 2:21FM
7102009 2:21FM
7(10/2009 2:21FM
7/10/2009 2:21PM
7/10/2009 2:21PM
7102009 2:21FM
7102009 2:21FM
7(10/2009 2:21PM
7/10/2009 2:21PM
7/10/2009 2:21PM
7102009 2:21FM
7102009 2:21FM

NOTE: The modified date is the date the file was transferred to the website (not the
created

date) .

So

a fil
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Select a report and click on the down arrow to the right of the report name to view
options: From this menu you can delete one report at a time, e-mail a link (the recipient
will need the secured website password for this option), or download a copy to open or
save.

NOTE: Be sure to save your reports off of the website-at t hi s ti me we
many months the college will be able to maintain on the site.

SS

Payroll Reports

Mew - Upload = = Actions ~ View:  All Documents -
Type Mame Modified

1 S5PL34_FY09 Ff13/2009 2:07 PM
")  S55PA0Z_FYODS View Properties 7/13f2009 2:07 PM
=  SSPAD3_FY09 2| Edit Properties 7/13/200% 2:07PM
= PLOFPYE_PRELIM = | Edit Document 7/13/2009 1:46 PM
=  55_PY60_02 % Delete 7/10/2008 2:21PM
1 55_FACPYS51 Send Ta Ff10/2009 2:21PM
1 55_PLO&O1 _é Check Out 71072009 2:21PM
t 55_PLO&O2 Alert Me 71042009 2:21PM
t 55_PLOS Ff10/200% 2:21FM
1 S55_PLOSCUR 71072009 2:21PM
t 55_PLOSFCUR 7102009 2:21 PM
t 55_PL14 71042008 2:21FPM
1 S55_PY30P 71072009 2:21PM

Select OK.

Windows Internet Explorer

\_‘.i/ Are ywou sure wou want bo send this ikem to the site Recyde Biny

[ O H Cancel ]

If you select a report, you will get the following box; the only option you have is to read
the files si nc eSelechGKyodvievetheRrdpdit. f i | e s .

Microsoft Internet Explorer, [‘S__<|

® | Youare about to open:
\“-n'/ Mame:  FPL1109FY.PDF
From:  wanw dod net
Heaw weould you like to open thig file?
* Read Only
" Edit

o

Same filez can harm your computer, If thiz information looks
suzpicious, or yau do not fully trust the source, do not open the file.

\REPORT$12 PRINTING REPORTS FROM SECURED WEBSITE .doc 10/20/2009 Pageb of 8

dono



Use Explorer view to copy/delete multiple documents.

If you selectthe it Al |

get the menu below:

5SS

Payroll Reports

All Documents

D o cdroprdmwntmeru to the right of the report list you will

-

All Documents
Explorer Views

[[ii | Create View

Mew - Upload =  Actions Views
Type Mame Maodified

t SSPL34_FY09 7f13/2009 2:07 PM
t SSPADZ_FYO9 7f13/2009 2:07 PM
t S5PAD3_FYO9 7/13/200% 2:07 PM
t PLO7PYE_PRELIM 71372009 1:45 PM
t 55_PYa0_o2 71072002 2:21PM
t S55_FACPYS51 7/10/2009 2:21PM
t 55_PLOGO1 7/10/2009 2:21PM
t 55_PLO&0O2 7/10/2009 2:21PM
t 55_PLOS 71072008 2:21 FPM
t 55_PLOSCUR 7/10/2009 2:21PM
t 55_PLOSFCUR 7/10/2009 2:21PM
=  S5PL14 7/10/2009 2:21PM
t 55_PY30P 71072003 2:21 PM
t S55_PY50_2007 71072002 2:21PM

If you select Explorer View from the menu above to the right you will get a log in box-

Sel ect i C

ancel

Connect to www. 4cd. net

Caonnecting ko wew, ¢cd.net

t o

c

e wi

Liser narne: ‘ L% |» |
Password: | |
[ Jremember my password
[ O ] [ Cancel
In Explorervi ew, and Avi
modi fied date, etc.

onti nu

ng

by «cl i
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