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Chapter 1 : Introducing the TEAMS System Administration Manual

Introduction

The TEAMS System Administration Manual is designed to guide you as you work through the
System Administration AS/400 class. The following information is discussed in this manual:

TEAMS naming conventions and coexistence on the AS/400
TEAMS journaling

TEAMMATE Descriptive Files (TDF s) maintenance and configuration
TEAMS Integrator

TEAMSUItima

AS400 terminology and concepts

exposure to system tools provided by the AS/400 for printer output
user enrollment

backup and space management (Operationa Assistant)
introduction to CL programming

application of AS400 system software fixes

initial system setup

system values

Purpose of this Manual

The purpose of the TEAMS System Administration Manual isto assist you as you complete tasks
involved with the learning during the System Administration AS400 class.

Thefollowing isalist of manuals designed to provide more detailed information to assist you in
completing many of the tasks as discussed in the class:

TEAMMATE Reference Manual: provides further information about TEAMMATE setup,
configuration, and TEAMMATE housekeeping functions.

TEAMMATE User’s Guide: providesinstructions for creating and ussing TEAMMATE
options (e.g., ReportWriter, Record Selection, Labels, Text Merge, etc.).

TEAMS Integrator Reference Manual: provides further information about configuring
menus, assigning security, and setting up job, print, and form parameters. Also discussed
in detail are the Name and Address master files and related name and address procedures.

For module-specific information, please refer to the appropriate module Reference Manual (for
configuration, setup, and control files) or User's Guide (for day-to-day operational and procedure
instructions and information).
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General Conventions
The following kinds of formatting in the text identify special information.

Q Note: Specifiesimportant information pertaining to the task(s).

‘\7'@ Warning: Specifies warnings which should be read before you begin the task(s).

@ Hint: Offers suggestions and shortcuts that will make the task or function easier or
quicker for you!

This manual is written for both ¥8 TEAMSUItima and E TEAMS2000 users. TEAMSUItimais
the CMDS client server software solution (windows-based); TEAMS2000 is the CMDS character-
based software solution (“green” screen). Both have identical functions and features. However,
there are occasions where notes and instructions will vary. Some notes may only apply to

TEAMS2000 users;, some instructions may only apply for TEAM SUItima users. Special notes will
be indicated as follows:

Y8 TEAMSUItima Note:
TEAMS2000 Note:
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How the Manual is Organized

Thismanual is divided into xx chapters.

Chapter Purpose

1. Introducing the TEAMS System Provides overview, purpose, and structure
Administration Manual information about the manual.

2. TEAMS Integrator Introduces menu configuration and security

assignment within the TEAMS Integrator
menus. Lab included.

3. TEAMMATE Setup Menu (TMSETUP) Provides overview and instructions for altering
your database.

4. TEAMMATE Utility Menu (UTIL) Provides overview and instructions for
performing many TEAMMATE housekeeping
functions.

5. TEAMS Configuration/TEAMS Vaues Provides definition for the TEAMMATE
default values which can be assigned for users.

6. TEAMS Journaling Provides overview to journal process and covers
necessary actions to complete the journal
process.

7. TEAMMATE Lab (Call Programs) Provides instructions for call commands (within

aCL program).

8. TEAMSUItima Overview Introduces the current Client/Server software
solution, TEAMSUItima.

9. CMDS Standards Outlines the CMDS-set naming conventions and
standards.

10.
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Chapter Purpose

11.

12.

13.

14.

15.

16.

17.
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Copyright notice

Y our contract license for TEAMS software allows you to make copies of all documentation
provided by CMDS (except licensed self-study manuals), but only for the Licensee’s own purposes
and not for distribution, sale, license or other use by any other person, entity, or organization. For
example, you may copy portions of this manual for the training or reference of personnel in your
institution’ s administrative offices.

Support

Y our annual maintenance fee entitles you to call for support. If you have not purchased annual
maintenance or if you receive support for service not covered by the maintenance contract, CMDS
will provide support charged at an hourly rate. See your copy of the maintenance contract for
further details.

The maintenance contract provides for help on procedural problems related to CM DS-supported
software and for fixing programming errors. Also included is support for uploading/downloading
to a personal computer if one of the CMDS modules requires this procedure.

Although we are glad to assist you with the following for an hourly rate, your maintenance contract
does not include:

Phone support for extensive training issues
(such astraining for turnover personnel)

Phone support for software we did not sell you such as IBM office and Query
(including modifications you have made to your system)

Support for hardware. Hardware and system software assistance is available from
Tech Assist at CMDS on afee basis. For more information about Tech Assist call
(800) 999-2637, ext. 485.

Response Line service is available Monday through Friday from 9:00 am. to 8:00 p.m. EST at
(540) 574-7373. We observe the following national holidays: New Y ear’'s Day, Memoria Day,
Independence Day, Labor Day, Thanksgiving Day, Christmas Eve, and Christmas Day.
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Security can be defined by system, module, menu, and even function. For example, TEAMS
University has two work-study students in the Admissions office. Student A only uses options 1-3
on Menu X. Student B only uses options 4-6 on Menu X. To avoid confusion or possible
accidental data entry error by choosing the wrong option, we designed Menu X for Student A to
show options 1-3 only. Likewise, we designed Menu X for Student B to show options 4-6 only.
Each student has access to the same system, module, and menu. It is only the function access that
separates the two users into two different groups.

Note: You can’t actually set up security by user, but you can set up a group and assign

* only one user to the group. In the example above, there are two users who need a
unique set of security. Two unigque groups will need to be defined for them and each
assigned to the appropriate group.

Y ou can copy one group into another group (merge). For example, if you have defined two groups
ADMO01 (Admissions Administrator) and FAOOL (Financial Aid Administrator) and both the
Director of Admissions and Director of Financial Aid need access to admissions related
information and financia aid related information. Y ou could create awhole other group that each
could be assigned to, or you can merge the two existing groups (ADMO001 and FA0QQ1).

The higher level of security in each merge group will be honored. For example, ADMOO1 does not
have access to a Registration master file, however the FA0O1 group does. Once the two groups are
merged into one group, the merged group takes the higher authority which means that the merged
group will have access to the Registration master file.

The tighter the security the more groups you will need to define and maintain. The “loosest”
security isto not define users to particular created groups, but to use the ********** groyp
(wildcards) and assign the USER ID column with all ********** (wjldcards). This gives all users
complete access. (However, this may be opening your system to unnecessary risk. Beware!)

Whenever you see ********** this represents wildcards which allow complete access. In the
example below, there are three defined groups. Thefirst isthe wildcard group. If auser is
assigned to awildcard group, then that user has complete access. If auser is assigned to any other
group besides the wildcard group, then that group must be defined accordingly by system, module,
menu, and function.

If you wish to copy or rename a group description, the system will compensate this change through
the lower levels. For example, if there are two groups defined: GROUPL and GROUP2. If we
rename GROUP1 to BUS001, the system checks the Business Office records and renames the
groups a the lower levels.

Note: If you assign groups access by system and module, the user(s) will have access to
* all menus and functions within that specified system and module. If you begin to assign
users by system, module, and menu, you must assign or restrict access for each function
on those menus you assign accessto. For example, if awork-study student enters work-
study timesheetsin the payroll system, you may not want that user to have accessto
particular menus in the Payroll system that contain information about faculty and staff
payroll or allow the user to run a payroll themselves. So, you may want to define the
access by the system, the module, and then by menu--the menu that only alows them to
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Note: (continued) enter timesheets. If you assign/restrict access by menu, the menu
* will appear EMPTY (or blank) for the user until you assign access at the function level.
Basically, if you assign access by menu, you must then assign access for functions. The
function will NOT appear on the menu, however, technically the user will il have
access to that function viathe fast path. If you wish to completely restrict accessto a
function, you will need to specify that restriction. Instructions for assigning groups by
system, module, menu, and function are included in this chapter.

TEAMS Administration
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Lab

Purpose: Using the instructions on the following pages, use the functions of the TEAMS
Integrator menu configuration and security components (System Management) to create the
following:

1. Create two groups for the Registration department. To the first group (REGx99), we
will assign less security; to the second group (REGyY99), we will assign higher
(tighter) security. Create both groupsin TRN or PLY system asinstructed by the
CMDS trainer. Assign your User ID sign-on to the REGy99 group.

2. For REGx99, restrict access to al modules except AD, FA, and RE. Assign the
Registration’s module REGSTR menu as the default menu. Assign the APPLCT
menu as the default for the AD module and the BUDGET menu as the default for the
FA module.

3. For REGy99, grant accessto the AD and RE modules. Assign the USER1 menu as the
default menu for each module.

4. For REGy99, assign the PRSPCT and APPLCT menus from the AD module as USE-
only menus.

5. For REGy99, restrict command line access. Hint: The* COMMAND function in the
CM module invokes the command line.

6. For REGy99, add the function to the * ALL menu in the Registration module that
allows the user to access the spooal file.

7. Test. (Signoff. Signonagain. Type STl and press F4. Type TRN as the System
code and RE as the Module code then pressENTER. Y ou should come to the
Registration REGSTR menu. Check to seeif you have command line access. Make
sure you have an additional option to access the spooal file from the any Registration
menu.

Note: Only the necessary instructions to complete this lab are included in this
* manual. For complete instructions on creating groups, configuring menus, and
assigning security, refer to the TEAMS Integrator Reference Manual.
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Instructions: Creating Groups

From the TEAMS Main Menu (TEAMS Fast Path name in the CM module), select the Security
for TEAMS Menu (SECURITY Fast Path). From the Security for TEAMS Menu, select the
Edit Security Groups function (GROUPS Fast Path). The Maintain Group Master screen will

display as seen below.
Mode: CHANGE +---- Anycity University ----+ 6/27/94 15:06:55
CMPTEFR Maintain Group Master

System code PLY PLY - CMDS play system
Group
Position to:

2=Edit 3=Copy 4=Delete 5=Display 7=Rename

Opt Group Group description

_ ADMOO1 Admissions Office

_ BUS001 Business Office

_ BUS002 Business Office (no payroll)

_ DEVO001 Development Office

_ FINOO1 Financial Aid Office

_ REGO01 Registration (all records)

_ REGO002 Registration (no grade reports)
_ PAYOO1 Payroll Office

Fl=Help F3=Exit F4=Prompt F6=Add F10=Accept F12=Cancel

Figure 2.4 Maintain Group Master
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TEAMS Integrator

Adding New Groups

From the Maintain Group Master screen:

Adding A Group

Y8 TEAMSUItima

TEAMS2000

STEP 1 - Add the new group.

STEP 2 - The New Group Master window will
display. Assign the appropriate system to the
group. Type inthe group name. The group
name can be up to ten (10) aphanumeric
characters. Type in the group name description.
The description can be up to 60 a phanumeric
characters.

STEP 3 - Accept the new group information.

STEP 4 - The Maintain groups screen will
display. Add the appropriate users to the newly
defined group.

STEP 5 -Verify that all usersexist asa
USERID. If there are errors, correct and verify
until al errors have been diminated.

STEP 6 - Accept and save the new group
information.

1. Click ADD
GROUP.

2. Type the necessary
information.
(PROMPT for alist
of valid system codes.)

3. Click OK.

5. Click VERIFY.

6. Click OK.

1. PressF®6.

2. Type the necessary
information. (Press F4
to prompt for alist of
valid system codes.)

3. PresseENTER.

5. PresseENTER.

6. PressF10.

A ¢

Note: TEAMMATE access appears on the Maintain Group Master screen, however,
this option is reserved for afuture release of TEAMS Integrator.
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Instructions: Assigning Groups Access by Module

From the Security for TEAMS Menu, select the Security by Module function (MODSEC Fast

Path). The Edit Security by Module screen will display as seen below.

Mode: CHANGE T — ANYCITY UNIVERSITY----- + 4/14/95 10:29:35
CMLIEFR Edit Security by Module
System : PLY PLY - CMDS Play system

Module

code

Position to:

4=Delete request

Opt Module Group Default Access
code menu code

Fl=Help F3=Exit F4=Prompt F10=Accept F11=Add mode F12=Cancel

Figure 2.5 Edit Security by Module
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TEAMS Integrator

Assigning Groups Access by Module

Y8 TEAMSUItima

TEAMS2000

STEP 1 - Define group security by module.

STEP 2 - The Edit Security by Module (ADD
mode) screen will display. Type the Module
code on thefirst line in the Module code
column.

STEP 3 - Type the appropriate Group name

on thefirst line in the Group column.

STEP 4 - Type the Default menu on the first
line in the Default menu column.

STEP 5 - Type the Access codes on the first
line in the Access column. The Access code
defines the type of access, for example, Change,
Use, or None.

STEP 6 - Accept the system to module access.

STEP 7 - Exit.

1. Click ADD mode.

2. (PROMPT for a
list of valid module
codes.)

3. (PROMPT for a
list of valid group
names.)

4. (PROMPT for a
list of valid default
menu names.)

5. (PROMPT for a

list of valid access
codes.)

6. Click SAVE.

7. Click CLOSE.

1. PressF11.

2. (PressF4to
prompt for alist of
valid module codes.)

3. Press F4 to prompt
for alist of valid
group names.

4. Press F4 to prompt
for alist of valid
default menu names.
5. (PressF4to

prompt for alist of
valid access codes.)

6. PressF10.

7. PressF3.

A ¢

them to have access to.

Note: You DO have to define each module that a group has access to. The group
should have a module assignment for as many modules as it should have access for.
If amodule exists and you do not define that a particular group has any type of
access for that system, it is assumed that that group will have NO access to that
module. So, in other words, you must define groups to modules that you WANT

After you accept the new codes, the screen will appear “empty.” Thisis because the newly added
information has been moved to CHANGE mode. At this point, you may either add additional
information, or exit the window completely, or go to CHANGE mode.

If you want to check your work and see your newly updated list, go to CHANGE mode. The
CHANGE mode alows you to view all current values. (Note: Current values are those values
which have been entered and accepted. The system immediately updates. Therefore, if you just
accepted new values and you move to the CHANGE mode, those new values will appear.)

Y ou cannot add two identical values. The second identical value will appear highlighted. Thisvalue
must be deleted or you cannot save any additional information on the screen.
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Instructions: Assigning Group Access by Menu

If you assign a group to a system and a module, that group has access to al menus and functions
within that particular system and module—whatever you have previously assigned access for by
system and module. If you begin to assign access by menus within the system and module, you
MUST define access by function for those menus you assign access to. |f you do not, the user will
have access to the menu, but no functions. The menu title will appear on the screen, however, no
functionswill display. It isimportant to keep track of the menus you assign to particular groups so
that you can go and assign/restrict access to functions on those menus. Instructions for assigning
group access by function begin immediately following this section.

From the Security for TEAMS Menu, select the Security by Menu function (MNUSEC
Fast Path). The Prompt For Module window will display.

Type the two character module code for the module for which you wish to assign menu access
by group(s) and accept. (If you do not know the two character module code, prompt for alist of
valid values.)

[The Edit Security by Menu screen will display]

Assigning Group Access by Menu “®) TEAMSUItima TEAMS2000
STEP 1 - Define menusto groups. 1. Click ADD mode. | 1. PressF11.

STEP 2 - The Edit Security by Menu (ADD 2. (PROMPT for a 2. (PressF4for alist
mode) screen will display. Type the Menu list of valid names.) of valid names.)
name on thefirst line in the Module code

column.

STEP 3 - Type the Group name on the first 3. (PROMPT for a 3. (PressF4 for alist
linein the Group column. list of valid group of valid group names.)
names.)

STEP 4 - Type the Access code on thefirst line | 4. (PROMPT for a 4. (PressF4to

in the Access code column. The Access code list of valid access prompt for alist of
defines the type of access, for example, Change, | codes.) valid access codes.)
Use, or None.

STEP 5 - Accept the group to menu access. 5. Click SAVE. 5. PressF10.
STEP 6 - Exit. 6. Click CLOSE. 6. PressF3.
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TEAMS Integrator

Adding a Function

From the Edit Function Master screen:

Adding a Function

Y8 TEAMSUItima

TEAMS2000

STEP 1 - Add afunction.

STEP 2 - The Add Function window will
display. Type the appropriate information.
Below are field descriptions for the Add
Function screen.

STEP 3 - Verify that al fields contain valid
values. If there are any fields that do not
contain valid values, or if there are mandatory
entry fields that do not contain any values, those
fields will be highlighted and you cannot save
the information on the screen until al fields
have been corrected.

STEP 4 - Accept and save.

1. Click ADD
FUNCTION.

3. Click VERIFY.

4. Click OK.

1. PressF®6.

3. PressENTER.

4. PressF10.

Fast Path: The short name of the function used in advanced mode.

Function description: The long name of the function that characterizes the purpose of the function.

Program name: The name of the program that the particular function calls (e.g., wsfor Work

Spooal file, or STROFCL1 to Start Office option 1).

Print file name: The name of the print file that will be overridden at print time.

Owner: Typeinthe USER ID indicating the owner. The system will default to the USER ID of

the signed-on user.
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Action

Y8 TEAMSUItima

TEAMS2000

Execute the function.

Single click on the
function you wish to
execute. Click
EXECUTE
COMMAND LINE.
To return to the Edit
Function Commands

window, click CLOSE.

Position the cursor in
the Opt column and
type X beside the
environment and
command you wish to
execute, and press
ENTER. Toreturnto
the Edit Function

Commands window,
press F12.

CMGWETR Edit Function Commands

Mod Fast Path Function description Program name

CM ACTIV View daily activites (calendar) STROFC8
Print file name Owner: TLH
X=eXecute Command Line 4=Delete request
Opt Env Command Lines
in Environment
_AS call STROFC8 "~
_UX ycall STROFC8
Fl=Help F3=Exit F4=Prompt F8=Secure F10=Accept F12=Cancel

Figure 2.6 Edit Functions Commands window
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