
 

 

 

 

 

 

 

 

Security

Local Administrator Function 
– To add or remove TER users

Assign User ID & Password
– Reset password

Assign User Location 

Assign User Processes
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User Security Maintenance 
In order to gain access to TER, a user profile must be created and maintained for each 
user within User Security Maintenance.  A user’s profile determines the menus and 
processes that are available to that user within TER. 

 

TER provides the capability for the TDSHS system administrator to maintain the user 
profiles. Each user profile shall at minimum contain the following data elements: 

a) User ID (mandatory) 
b) User Password (mandatory) 
c) User Name (mandatory) 
d) User Title (mandatory) 
e) User Phone Number (mandatory) 
f) Department 
g) Email Address 
h) Manager Name 
i) Manager Phone 
j) Special Permissions 

The User ID field must be unique for each user profile. 

TER will allow the Administrator to  

• add new users, 

• find existing users,  

• delete existing users,  

• update all user information except for the user ID,  

• assign specific application processes to a user’s profile, and 

• designate specific locations available to the user at logon and designate 
each user as any of the following: Local Admin and Not Admin. 

TER will require that each new user be assigned to at least one location (facility, office, 
etc.).  Being assigned to a location means that the user is limited to accessing birth 
records associated with that location.  Birth records added by the user when logged in at 
a location are associated with that location.  A user who is associated with more than 
one location must specify the location to be accessed as part of the login process. A user 
with a single location will not need to specify a location in the login process. 

TER provides a pick list of all available distinct processes in the system and allows any 
individual process to be added to an individual user’s profile. If a user has a process in 
his or her profile, the corresponding menu and tool-bar option to access that process will 
appear for that user when they log in and access the appropriate menu. If a process is 
not included in the user’s profile, the menu and toolbar option to access that process will 
not appear for that user. 

 



 

Role of TER Local 
Administrator

• Set-up by Vital Statistics (Austin)
• Local administrator is usually supervisor
• Responsible for assigning user IDs & passwords 

to new and current users
• Responsible for removing or replacing user 

information in TER
• Log  in: select Security / User Maintenance
• Assigns location
• Assigns processes

 

Adding or Removing TER Users

1. Local administrator 
logs into TER.

2. To add or remove a 
user, choose 
Security from main 
menu.

3. Choose User 
Maintenance
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To add a 
new user, 
click “New” 
icon for 
blank screen

User Setup or Removal

To remove a 
user, select 
user, then 
select the 
“Delete” icon,

then SAVE.

  

For new user “Ann 
Example”, type user 
name  “AEXAMPLE”

Type a password that is at 
least 8 characters long, 
including alpha and 
numeric – “AN01EXAM” 
and re-type to verify.

The password CANNOT
start or end with a number.

New User Setup
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Type new user’s 
basic information, 
follow this general 
format.

Choose “Not an 
Administrator”

New User Setup (continued) 

 

Assign a location 
by clicking on the 
Location icon

New User Setup:  Location
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Choose  and 
highlight your 
facility from 
the list of 
locations on 
the left.

Click the right 
arrow to move 
selection to User 
Location, and 
then click save.

New User Setup: Location

  

Choose the 
Processes

icon from 
this screen 
OR the 
previous 
information 
screen

New User Setup: Processes
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Using the 
same steps as 
Location, 
choose 
security 
processes 
appropriate for 
your staff.  

This example 
shows both 
hospital AND 
local registrar

New User Setup: Processes (continued) 

 

  

Assign Processes
HOSPITAL
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Assign Processes
LOCAL REGISTRAR

  

Remember to 
save new user or 
deleted user.

The new user will 
appear under the 
“Current User” grid.  
The deleted user will 
be removed when 
deleted.

User Setup
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