NC Department of Public Safety (DPS)
PowerDMS - Basic User Guide
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Login Instructions
*For Non-State Highway Patrol Users Only

1. Use the following URL to access PowerDMS:
https://powerdms.com/ui/login.aspx?siteld=SITEID&formsAuth=true. It is recommended that you bookmark

this link for future use.

2. You may be prompted to enter a site-key, which is a unique identifier for the site. The DPS site key is
“NCSHP1”.

Welcome to PowerDMS!

Enter Site Key
Site Key. &

‘MCSHPH

3. Tologin to PowerDMS, enter your username and password in the appropriate fields and select Login.

a. Your username is your NCID + “dps”. For example, if your NCID is “jadoe” then your PowerDMS
username would be “jadoedps”.
. Forinitial login, enter the temporary password “P@ssword8”.
c. Ifyou forget your password, click Forgot Password? on the login page.

NC Department of Public Safety changesite

Username

jadoedps

Password

|

Forgot Password?
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4. Once you have completed initial login, you will be prompted to change your password. Passwords must be
at least eight characters in length and contain at least one number, lowercase letter, and uppercase letter.

Passwords must be changed every 90 days.

Change Password

Password Expired
Your password has expired. Please enter a new one.

0ld Password:
Mew Password:

Confirm Password:

5. Next you will be prompted to verify your email address. First, click Send Verification Email and then click
Continue to PowerDMS to complete the login process BEFORE clicking any of the links in the verification
email you receive. This will ensure you are not redirected to the State Highway Patrol’s single sign-on page.

Email Verification

In order to provide you with secure service, we would like to take a moment to
confirm your email address. Please confirm that the email address below is the
correct email for your PowerDMS user.

Work Email: opsp@ncdps.gov

If this email address is not correct, contact your administrator to have it
changed to the correct address.

If you can't find the verification email, click below to Send Verification Email

Send Verification Email Continue to PowerDMS

) ] Next click Continue to PowerDMS to
Click here first complete login BEFORE clicking any
links in the verification email
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6. You will receive a verification email similar to the one below from “alertservices@powerdms.com.” Click
Confirm Email Address to verify your email.

NOTE: If you do not confirm your email address, the system will prompt you to send an activation email
every time you log in.

PowerDMS

Email Verification

Please click on the button below to confirm your email address for NC
Department of Public Safety. Providing you with secure service is our top
priority, and verifying your email for your PowerDMS account helps us do that.

Confirm Email Address

You may also copy/paste this link to confirm your email address
hitps:/ipowerdms.com//ui/ValidateEmail.aspx?EmailValidationToken=e8ef27b8-3847-4b25-8d31-
057bfa2e6be2
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PowerDMS Homepage

Your homepage will show you a snapshot of your inbox in the form of a To Do list. You may access any item you
are required to complete or sign by clicking on it within the To Do list.

' 3 Find Anything - Inbox Help Welcome, Jane

& Advanced Search  JUT =

NC Department of Public Safety

» E Documents

& standards Manuals To Do m

o m

@ Sign HR-400-01 Holiday Premium Pay

[2) sign COMM-100 Social

Organizational Values

Safety
We value the safety of our employees
and the citizens we serve

Access files and
bookmarks

Integrity
We perform our work in an ethical,
honorable, respectful, courageous,

CO m p I ete tasks truthful, and sincere way.

Customer Service
We consistently exceed our customers
expectations through speed of delivery
of services and continuous evaluation

Professionalism
We exhibit courteous, conscientious,
and businesslike manner in all
customer service activities. We stay
knowledgeable of all aspects of our job.
We act for the public good without
regard for convenience or self interest

Diversity

We draw strength from our differences
and work together as a family in a spirit
of inclusion, teamwork, and mutual
respect

Quality
We pursue excellence in delivering the
programs and services entrusted to us.

To view your profile, change your password, or logout, click on the Welcome dropdown in the top right of your
screen.

d Anything - Inbox Help Welcome, Jane

» Advanced Search & Unpin

My Profile

NC Department of Public Safety Account Settings

Language: English

B bpocuments

. Standards Manuals To Do Logout

I4 courses You've completed everything! Site Key

Organizational Values

Safety
We value the safety of our employees
and the citizens we serve.

Integrity

We perform our work in an ethical,
honorable, respectful, courageous,
truthful, and sincere way.

Customer Service

We consistently exceed our customers’
expectations through speed of delivery
of services and continuous evaluation.

Professionalism

We exhibit courteous, conscientious,
and businesslike manner in all
customer service activities. We stay
knowledgeable of all aspects of our job.
We act for the public good without
regard for convenience or self interest.

Nivarsitu
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Documents

To access policies and other documents, click on the file cabinet icon and then Documents on the left side of
the screen. All users will have access to all Department-level policies. Users may also have access to their
respective Division or Section policies and documents.

ﬂ Find Anything v

X Unpin

&) Advanced Search

v E Documents

All Department-level policies

» @@ Department Policies

» BB PowerDMS Help/Instructions

Standards Manuals

Courses

Click on an individual document, to view it. Documents can be printed or downloaded from the view screen.

" B Find Anything L 4 Inbox Help Welcome, Jane
& Advanced Search X Unpin L X i X
. Department Policies / ... / Policy/Strategic Planning
. (& PSP-100 Policy Management ~
v E Documents
v [Bm Department Policies O nfo
» Budget Policy Management Status
. . Prokssona Siand, Pty snarlsoang Published (5/1/2020)
» Communications Section Ly oo Srotegc Planning New (3/18/2019)
» Controller e
Document Name
. PURPOSE PSP-100 Policy Management

Human Resources

this policy s
consistency i
Department of Public Safety (DPS).

Information Technology P~

Description

The purpose of this policy is to promote

PN r

Policy/Strategic Planning

0P divisions,

Il DEFINITIONS

E PSP-100 Policy Manage...

» [E@ Purchasing and Logistics
» [mm Safety
» [Em Special Investigations

» [l PowerDMS Help/Instructions

» B ctandarde Mannale

A. Division-level Policy

03 sngle division,
8. Departmentdevel Policy

Apolicy thatis applicable to more than one division
C employes

For the purpose of this polcy, employee refers to permanent and temporary DPS employees.

D. Office of Policy and Strategic Planning (OPSP)

policy manage and program analysis support to
include data analysis and research, as well as recommending revised or new policies,
regulations, business processes, and implementation strategies.

Office of the General Counsel (0GC)

o6e 1o the DPS Secret; "l
em ployees on a variety of legal issues related to all aspects of the management and operations

communication and collaboration and to
ensure consistency in the development,
revision, and issuance of written policies for
the North Carolina Department of Public
Safety (DPS).

Folder
Department Policies / Policy/Strategic Pla...

Tagged With

You are not required to sign this document.
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Signing Documents

Documents that have been assigned to you for electronic signature will appear in the To Do list on your
PowerDMS homepage as well as in your Inbox.

# # wo@ e
NC Department of Public Safety

You can also access
items from your Inbox

To Do NxC

(] Sign COMM-100 Social Media . !
Access assigned items from
E] Sign HR-400-01 Holiday Premium Pay To Do list

Organizatio

1. Click on the name of the document you wish to sign.

2. The document will appear with a message in the signature box reminding you that this signature indicates
you have read and understood this document. Review the document.

3. Once you have reviewed the document, enter your username and password in the boxes in the bottom right
of the screen and click Sign.

Inbox Help Welcome, Jane

Department Policies / ... / Communications

[ COMM-100 Social Media -

olnfo

Status

Published (5/1/2020)
Policy Name: Social Media New (1/7/2020)

Policy Number: DPS-COMM-100

Division: Professional Standards, Policy and Planning Document Name
Section/Office: Communications COMM-100 Social Media
Qriginally Issued: August 13,2013

Supersedes: August 29, 2018 Description

Effective: January 7, 2020 The purpose of this policy is to provide

qguidelines for both the professional and
personal use of social media by North
Carolina Department of Public Safety (DPS)
employees, in accordance with the North
Carolina Office of the Governor's “Best

. PURPOSE

A. The purpose of this policy is to provide guidelines for both the professional and personal use of

social media by North Carolina Department of Public Safety (DPS) employees, in accordance Practices for Social Media Usage in North
with the North Carolina Office of the Governor’s “Best Practices for Social Media Usage in North Carolina”.
Carolina”.
Folder
. This policy establishes the following: Department Policies / Communications
1) DPS’s position on the use of social media as part of its communication and customer Tagged With

service strategy;

2) The terms of use applicable to DPS authorized social media sites;

3) The applicable records management and preservation requirements pertaining to social
media; and

4) The standards governing an employee’s pegsgag

Related Standards

Enter your Username and Password in the
spaces provided below. The entry of your

Enter your username Username indicates that you have read and

understood this document

. SCOPE

This policy applies to all DPS employees and supers:

concerning social media that may be inconsistent and paSSWOFd and u . "

. DEFINITIONS click Slgn jadoedps | [ssssseens \

A. Social Media m‘ Cancel |




Inbox Sign All

Inbox Sign All allows users to sign off on all documents in their inbox by typing in a single electronic
signature. This feature may initially be enabled for some users to allow them to bulk sign documents that
had previously been signed outside of the system or in another PowerDMS site.

To sign all documents in your inbox, navigate to your inbox, enter your password in the designated field, and
click Sign.

Inbox Help

Inbox

| Documents (2) Certificates (0) Courses (o)  Tests (0) Surveys (0) Standards (0)

Current History Discussion
—_——

Sign all documents in your inbox

By entering your electronic signature, you agree that you have read and understood all the Username:jadoedps
documents listed below. Please note that documents with tests and document workflows will o ‘—l
not be signed automatically Passwor _Sign |

2 Refresh | %)

Document Folder Description Status RevDate Due
Task: Sign
HR-400-01 Department
Holiday Policies / The purpose of this policy is to establish guidelines for the administration of holiday premium pay for New 8/6/2019
Premium Human Department of Public Safety (DPS) employees
Pay Resources
COMM-100 | Department The purpose of this policy is to provide guidelines for both the professional and personal use of social
Social Policies / media by North Carolina Department of Public Safety (DPS) employees. in accordance with the North New 1/7/2020
Media Communications | Carolina Office of the Governor's “Best Practices for Social Media Usage in North Carolina”
w1 om0 pagesie s - 2 items in 1 pages

NOTE: Inbox Sign All is designed to be a one-time feature. Once the user signs off on all documents in their
inbox, the feature will be turned off and the user will have to sign each document individually going forward.

Comparing Documents

1. If you need to sign off on a document that has been revised since you last signed it, you will see that

assignment in you PowerDMS Inbox and your To Do list. Simply click the document name link from either
location to view the document.

2. Once the document is viewable, you may have a quick message indicating you can Compare to Last Revision
I Signed. You can access this option by placing your cursor over the document name in the upper left corner
of your screen and selecting that choice from the drop down menu.
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New

8 Start new workflow
& Download

[# Create Draft Revision
(£ Open in New Window

Display

Reports

Help

[® Alternative Work Arrangement—Formﬁ

2] Compare to Last Revision | Signed

]

ALTERNATIVE WORK ARRANGEMENT OPTION REQUEST

< cnmgrestOF cOMpletes this section

Employee
Name Dept/Mgmt Cir
Employee L] Non- Employee’s
Job Title exempt Supervisor Name
O Exempt
Date Request Employee Work Employee Case
Submitted Phone # Email Address

You will then be shown the former and current document side by side on your screen. You will notice that in
your comparison, there are color coded highlights that identify the type of change that was made.

o - highlights indicate added words.
o - highlights indicate removed words.

e Yellow highlights indicate modified words.

Change 0 of 25 -l

Last Signed

Side by Side

Published

Seroll Lock

ALTERNATIVE WORK ARRANGEMENT REQUEST

Requestor completes this section

Emiloyes

Name DeptMgmt Cir
Employes T Wen- Employee s
Job Title exempt Supervisor
[ Exempt
Date Raguest Employee WorkiGell Employes Case
Submitied Phone # Email Address

-

Removed
Words=
Red Highlight

Alternative Work Arrangement Option Requested

[ Flexiole Work Week (Flextme)
time)

[m)

Partial Work Year [ Job Share

O Compressed Work Week [m]

Multiple Concurrent Jobs

Reduced Schedule (Pj

]
CASEworks T

Requested Work Schedule (Use for Flextime-Compressed Work Week-Multiple Concurrent Jobs)

Day Hours (Subtract Lunch Hour)

Location (Alternate Work Site)

Modified
Words=
Yellow Highlight

Monday

Added Words=
Green Highlight

ALTERNATIVE WORK ARRANGEMENT OPTION REQUEST

Requestor completes this section

Employee

Name DeptiMgmt Cir
Employes TT - Employee's
Job Tile exempt Supervisor Name
O Exempt
Date Request Employee Work Employee Case
Submithed Phone # Email Address

Alternative Work Arrangement Option Requested

[0 Flexible Work Week (Flextime)
time)

o

Partial Work Year O Job Share

] Compressed Work Week [m}

Multiple Concurrent Jobs

Reguced Schedule (Part-

[m]

CASEworks Telecommuting

Use for Flextime-Compressed Work Week-Multiple Concurrent Jobs)

Hours (Note Luneh Break}

Location (Case facility or Alternate Work
Site)

4. Thoroughly review the changes so you will know what you are signing. If you hover your cursor over the
highlight, you can view additional details about the change.

When you are done comparing, you can return to the new published version, by clicking the Published
button in the top bar of the comparison screen. You can then sign off on the new document as you normally

would.

NOTE: Once you sign off on the new document, you will no longer be able to compare it to the prior version.
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Search

To search for documents and other items in PowerDMS, enter keywords in the Find Anything box at the top left
of your screen. PowerDMS may suggest adding filters that may be available to enhance your search. To accept a
suggested filter, simply click on the suggested words or press the tab key on your keyboard.

s Advanced Search X Unpin

Add Filter? | Sick Leave NC Depal’

Results 1-25of 31

To Do

Sick Leave
[Z) sign co

. Department Policies / Human Resources @ Sign HR-
E HR-300-01 Approved Leave

...example, if an employee has any holiday compensatory

leave, it will be applied before overtime compensatory leave,

etc. Approved leave is subject to leave offsetting. This order
shall be followed and cannot...

Published: 04/22/2019

. Department Policies / Human Resources
E HR-300-04 Leave Offsetting

_.overtime period. Not all leave benefits are subject to leave
offsetting. Leave Types Subject to Offsetting The following
leave types are subject to leave offsetting: 1. Approved Leave
(including all benefits...

Published: 08/15/2012

. Department Policies / Human Resources
a HR-300-06 Voluntary Shared Leave
-..must exhaust all available leave (i.., sick leave,
compensatory leave, vacation leave and bonus leave) prior to
using any donated leave. This includes vacation and sick
leave accumulated while in pay status...

Published: 05/01/2018

Click on Advanced Search under the Find Anything box to apply advanced search filters.

@ _ v Inbox (44 New Help Welcome, Abby

Advanced Search
Search Phrase: Search Type:  Documents v
Name: Description:
Type: Alltypes v Draft or Published Date: 8 to i)
Show Disabled/Archived: | Yes ¥ Has Draft Revision: [J
Assigned to Group: v
Tagged With: v
S
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Bookmarks

Users can create bookmarks to quickly access items. To create a bookmark, locate the item from the list under
Files or search for the item using Find Anything. Once you locate the item, click on the bookmark icon to the
right of the item name as shown below.

# )o@ e

& Advanced Search X Unpin

N arien S NC Department of Public Safety

Results 1 - 25 of 31

To Do

Sick Leave
[Z] Sign COMM-100 Social Media

. Department Policies / Human Resources o @ Sign HR-400-01 Holiday Premium Pay
E HR-300-01 Approved Leave

...example, if an employee has any holiday compensatory
leave, it will be applied before overtime compensatory leave,
etc. Approved leave is subject to leave offsetting. This order
shall be followed and cannot...

Published: 04/22/2019

. Department Policies / Human Resources
E HR-300-04 Leave Offsetting
...overtime period. Not all leave benefits are subject to leave
offsetting. Leave Types Subject to Offsetting The following
leave types are subject to leave offsetting: 1. Approved Leave
(including all benefits...

Published: 08/15/2012

You can find your bookmarks by clicking on the bookmark icon. You can have as many bookmarks as you like,
and can delete a bookmark at any time by clicking the delete bookmark icon as shown below.

& Advanced Search .
Department Policies / ..

M Your Bookmarks ® HR-300-01 A

E E Department Policies / Human Resources

HR-300-01 Approved Leave
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History

To view your history, hover over Inbox on the top menu bar and select which item you would like to see the
history of (Documents, Certificates, Courses, etc.) Once the appropriate category is displayed, select on the

History sub-tab.

# IR o New
Inbox
Documents (35) Certificates (5) Courses (1) Tests(o) Surveys (i) Standards (0)
Current History Discussion
— e

Document Type Rev Date Action
Task: DOR - Gary Mi

Daily Observation Report - Daily Observation Report 9/2/2015 Approved
Task: Self Evaluation

Abby Miller - Self Evaluat History sub-tab Employee Evaluation 9/2/2015 Approved

Abby Miller Self Evaluatiof 9/2/2015 Approved
Task: Sign

5005 - Armed Service Leave Policy Policy 11/8/2015 Signed

5003 - Nondiscrimination Policy on Sexual Orientation Administrative Policies 4/29/2010 Signed

AZ Sample - Autozone Sample Policy 1l Sample 8/31/2011 Signed

ABTTest Policy 6/22/2011 Signed

Alameda Test Document Policy 2/25/2011 Signed

TRG Test Policy 10/8/2010 Signed

1.2.15- Uniformed Services Employment Administrative Policies 7/20/2010 Signed

2009 - Code of Conduct and Workplace Ethics Policy 10/14/2015 Signed

Welcome, Abby

~
<

Refresh

BB @

Action Date

9/2/2015 2:51 PM

9/2/2015 2:21 PM

9/2/20151:28 PM

11/11/2015 3:48 PM
11/8/20151:30 PM
11/8/20151:30 PM
11/8/20151:29 PM
11/8/20151:29 PM
11/8/2015 1:29 PM
11/8/20151:29 PM

10/14/2015 2:42 PM
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Help

If you need help in PowerDMS, click on the PowerdDMS Help/Instructions folder under Documents for DPS-
specific user guides and a list of agency-specific points of contact.

ﬂ Find Anything

& Advanced Search

b
v E Documents

» B Department Policies N ] ]
DPS-specific help, including

» [Em PowerDMS Help/Instructions user guides and agency POCs

Standards Manuals

Courses

You can find additional resources by clicking on the Help menu, then selecting Success Community. You will be
navigated to the PowerDMS Success Community page, where you can type into the search bar the topic you
have questions about. PowerDMS has numerous articles and video tutorials here to walk you through the steps
of what you are trying to do.

Inbox Help

Success Community

blic Safety

You've completed everything!

PowerDMS

Success Community

Helpful Resources

PowerDMS Basics Administration Releases
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Logout

Logout of PowerDMS by hovering over your name and clicking Logout.

Welcome, Jane

My Profile

NC Department of Public Safety Acvoutt Soil
Language: English

To Do Logout

You've completed everything! Site Key: NCSHP1

Organizational Vi

Safety
We value the safety of o
and the citizens we serv

Integrity
We perform our work in ¢
honorable, respectful, co

truthfil and eincore way
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