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Overview
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Admin Tips: 

• Add & Un-block User Profiles 

• Deactivate User Profiles 

• Manage Volunteer Profiles  

• Define Start & End Dates and Assign Teaching Staff

• Start Family Services (batch process and individually)  

• Assign Family Advocates (batch process and individually) 
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Add & Un-block User Profiles 
To view a list of users please go to the Admin page and select Users 

> Search Users. 

Here Admin will see “active” and “inactive” user profiles and may 

realize new staff don’t have a profile set up. 

Adding a User Profile can be done by both Admin and SuperAdmin. 
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Add & Un-block User Profiles 
Adding New User Profiles:

To add a new user, go to ADMIN > ADD USERS and enter the 

mandatory fields. 

• User Name (User Name must be 6 to 16 characters)

• Password (Password is case sensitive and must be 6 to 16 

characters, consist of at least one Capital Letter and a Number).

• The drop-down List “User is the same as following staff” pulls 

in from the HR Staff Profiles. 

• In the User Access Privileges section, select the location(s) 

where this user should have access.

• Select the Job/Role to determine functionality, or what user can 

do with the records within her/his access level.
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Add & Un-block User Profiles 
UN-Blocking BLOCKED USERS:

To UN-Block an existing user please go to Admin > 

Users > Search User. 

Once you locate the user, in the right-hand side of 

the page locate Access Status > Click on the link 

“BLOCK” until it shows “Un-Blocked”. 

Their status should say UN-Blocked while they try 

to log in after being Blocked, either manually or 

due to inactivity. 

The status should not say “Normal” if they were 

recently blocked, either manually or due to 

inactivity. 
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Deactivate User Profiles 
Making User Profiles Inactive:

While Admin can Block and Un-Block users under Access Status, 

you may wish to make a user profile permanently Inactive if they are 

no longer employed by the Agency. 

To do this, (1) locate their username through Admin > Users > 

Search Users, (3) click on their username, click (3) “Remove User.”
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Deactivate User Profiles 

• There are two reasons the system may NOT allow an Admin to make a user 

inactive. 

• Reason One: They are an Advocate with a caseload that should be removed 

first. If this is the case, please go to Enrollment > Assign Family Advocate to 

remove Active and Archived families from their caseload. 
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Deactivate User Profiles 
Remove Families from a Family Advocate caseload:

• 1.) Select the Name of the Advocate to see the families assigned to them.

• 2.) Under Family Type, choose All Families. 

• 3.) Add a check box next to the Active or Archived Families on their caseload. 

• 4.) Click “Remove / Transfer Caseload.”
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Deactivate User Profiles 
Remove documents user has exclusive access to in their inbox. 

• Reason Two: Staff could also have documents in DMR or eDocs > File Sharing 

that should be saved and deleted from the user’s inbox. 

• To find out if the user has documents please change their password and log in 

as the staff who left. Then go DMR > Inbox or eDocs > File Sharing and delete 

documents from their inbox. Note, Admin may want to save a document before 

deleting it. 
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Manage Volunteer Profiles  
• To keep records current Admin also have access to Volunteer Group 

Processing where they “Mark Volunteers who need to be activated or 

Inactivated then submit the list.”

• If families need to be added as volunteers they can click “Add Volunteer” in the 

upper right hand corner of a Family Data Sheet. 
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Define Start & End Dates 

and Assign Teaching Staff

• Post-Rollover, at the start of the school year, Admin also define the Start and 

End Date so that children are not enrolled before the first day or after the last 

day of class. 

• By submitting the parameters in Update Class Start and End Dates system 

inserts non-operational days that display on Attendance pages and reporting. 
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Define Start & End Dates 

and Assign Teaching Staff

If all start & end dates are the same for each class, Admin can enter dates at the top 

of the page and click “Apply All” to transfer them down to each classroom.  

Note, without definition, the start and end will default to the Start and End of the 

Program Year. 
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Next, before enrolling children into your newly defined classrooms, an Admin user can go to 

ADMIN > Post-RollOver Activity > Start Services for ALL Returning Families / Archive 

Others and start services for families in a batch. Starting services for families at this stage 

ensures families are not overlooked. 

The steps for starting services for families are as follows: 

1.) Filter by Enrolling Agency & Site if your access provides you with multiple Sites. 

2.) Filter for Not Receiving Services and Families with Eligible Children OR Families with Pre-

enrolled Children. 

3.) Choose a start date and “Apply All” if you wish to start families on a previous date. 

4.) Click “Start Services” at the bottom.  

Starting Family Services
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If families are not started in a batch by Admin, they can be started individually. 

All users (except for Teachers) can do this by going to Family Data Sheet > 

Primary Caregiver Enrollment Information > Activity 
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When user Starts Services for family they choose an Agency, Site, Current Service 

Category, and Start Date. 
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Starting Family Services
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Assign Family Advocate

• Much like starting services for families, the Family Advocate can be assigned 

one at a time OR in a batch process. 

• Assign a Family Advocate individually by going to the Family Data Sheet >  

Primary Caregiver General Information > Family Advocate to select from the 

drop-down. 

• Only the Family Advocates who have access to where the family is Receiving 

Services will display. 
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Assign Family Advocate
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While a Family can be assigned individually, adding, removing, 

transferring families and generally reviewing Advocate caseloads in 

a batch will save time. 
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Assign Family Advocate

At this point, the option to assign a Family and/or Child Advocate is provided.  If you are 

completing “Family Partnership Agreements,” parents are assigned to Family Advocates so 

there is no need to “Assign Child Advocate.”
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Assign Family Advocate
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• Once the child leaves the program, you must go 

back and un-assign family and discontinue 

services for the family, so that other programs 

may be able to access the family file and 

assessment upon child enrollment.

Assign Family Advocate
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For additional assistance please call:

Your Support Services Coordinator in the area of Family Partnerships

Or, for COPA technical assistance, please contact:

Craig Zemke at Craig.Zemke@cityofchicago.org or

Jennifer Santana at Jennifer.Santana@cityofchicago.org

This document is sole and exclusive property of NULINX International Inc., and no part of this document may be communicated, copied, 

photocopied, reproduced, translated, microfilmed, shared or otherwise duplicated or shared, without the prior written permission from 

NULINX International Inc. This document is marked as confidential material and is intended exclusively for the viewing and use of the 

designated recipient and for the sole purpose of evaluation and contracting of the COPA web-based solution.

mailto:Craig.Zemke@cityofchicago.org
mailto:Jennifer.Santana@cityofchicago.org

