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Production environment url https://fasd-reporting.alberta.ca/hs-fasd-reporting/login.seam?cid=43 
 
Training Environment  https://fasd-reporting-trn.ext.alberta.ca/hs-fasd-reporting/login.seam?cid=33 
 
Password Reset url  https://password.gov.ab.ca 
 
Account activation url  https://extern.wln.gov.ab.ca/help 
 

GENERAL RULES 
 

1. FASD-ORS works best in certain web browsers. The best option is to access FASD-ORS in Google Chrome. 
If Chrome is not available, Mozilla Firefox or Internet Explorer will work. 

2. If you make an error while entering your password the first time you come to the login screen, you will 
need to close your web browser completely and load to the login screen again. If you do not do this, you 
may not be successful in logging in. 

3. Network Coordinator must create an agency. 

4. Network Coordinator must create a program for the agency. 

5. Network Coordinator must approve the creation of all users in the Network through the FASD-ORS 
Manager. 

6. FASD-ORS Manager must assign users created by IBM to all relevant agencies and networks. 

7. Note that the following fields cannot be edited for a program after clients has been entered in the 
program: 

 Program name 
 Service type 
 Agency  

8. Archiving can only be done after quarter has been closed by the FASD-ORS Manager and before a new 
quarter is opened.  

9. Users will not be able to edit a program or an agency after archiving. 

10. Un-archiving can be done at any time during the quarter or year. 

11. Program ID# is auto-generated and cannot be modified. 

12. E-mail messages will be sent in all occasions when reports are either submitted to network coordinators or 
un-submitted back to the agency manager worker notifying them that reports have been submitted or un-
submitted. 

13. There will also be e-mail notifications to the network coordinator whenever funding allocation is made by 
the funding administrator or in cases where changes are made to the network allocations. 

  

https://fasd-reporting.alberta.ca/hs-fasd-reporting/login.seam?cid=43
https://fasd-reporting-trn.ext.alberta.ca/hs-fasd-reporting/login.seam?cid=33
https://password.gov.ab.ca/
https://extern.wln.gov.ab.ca/help
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SIGNING INTO FASD-ORS 
 
1. Enter your user name and password. The following provides an example of both. 

Username: john.bull 
Password: Daukass45 (Note: Password content will be concealed for security purposes)  

2. Click the LOGIN button on the screen or hit the ENTER button on your keyboard. 

NOTE: Passwords are case sensitive.  You must have at least one uppercase letter, one lowercase letter and a 
number. 

 
  

John.bull 
 

……... 
 

Enter user name and              
case-sensitive password here. 

Click on this sign to view 
questions and answers provided 
for the particular screen. This will 
appear on any screen that has 
some additional explanation 
relating to it. 
 

Click this button, or hit 
enter on your keyboard. 
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MAIN MENU PAGE 
 
1. On this screen, select the activity you would like to complete as a Network Coordinator. 

2. Proceed to next screen using links or click Logout to exit the system. 

 
  

Choose item to work on from the options 
provided in this list. 

Click Logout to exit the system. 

Click “HELP” to access FASD-ORS 
training manuals and other related 
ORS documents. This will appear on all 
of the user screens. 
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MANAGE PROGRAMS 
 
This screen allows users the ability to create programs, search for already created programs in the Network, 
view program, edit programs, archive and un-archive programs. 

1. A Network Coordinator can either search for an existing program or create a new one using this page: 
 To search for programs within the Network, use any combination of search criteria (program code, 

program name, service type or agency) in the search box and click the SEARCH button. To clear the 
boxes and enter new criteria, click the RESET button. 

 To choose, simply view the list and find the appropriate program. 
 To create a new program, click on the CREATE button and enter the required fields (program name, 

service type, Network and agency) and click CREATE PROGRAM button, or CANCEL button if on this 
screen in error. A screen shot for the Create Program screen is included on the next page. 

 

To search for a program, enter 
any or all of the criteria here 
and click on the SEARCH 
button. Click on RESET button 
to clear and enter new criteria. 

Click on CREATE button to create new 
program.  See screen shot below. 
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2. After choosing the ”Mange Program” link, a Network Coordinator has several options, including: 
 View/Assign: See screen shot below. 
 Edit: See instructions below. 
 Archive: Archive a program after quarter is closed and before new quarter opens. 
 Un-archive: Un-archive a program at any time during the quarter.  

 

To create new program, 
enter all data using drop-
down menus and click 
CREATE PROGRAM button. 
If on this page in error, click 

CANCEL button. 

View program disbursement or archive/un-
archive history (including date, person, etc.) 

Click here to edit Program 

Form section of screen. 
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3. After the Network Coordinator has managed the program(s) appropriately and clicked update, they can 
either click Main Menu to return to the home page, or Logout to exit the system. 

1. All fields in the program form except the program code can be edited if no client’s record/information 
has been entered for the program.  

2. Program code, service type and agency fields cannot be edited for a program that has started receiving 
clients. 

 

NOTE: The user can click the NEXT or LAST buttons to go to navigate to other pages in instances where the 
program list is more than one page. To navigate backwards, the FIRST or PREVIOUS buttons can be used. 

 
  

Edit Program Form 
information here for existing 
programs within the Network.  

Click here to save changes to 
Program Form or to cancel 
the form update. 
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MONITOR AGENCY SUBMISSION STATUS 
 
This screen enables the users to monitor the submission status of the agencies in the Network, allows already 
submitted report from an Agency Manager to be un-submitted when necessary and to submit the network 
report to the FASD ORS administrator. 
 

 
 
 

NOTE: It is only when the “Status” changes from “Pending” to “Submitted” that the “Un-submit” report link 
will be activated and enabled for use. 

“Submit Network Client Service List” will only be activated to enable the submission of the network report to 
the FASD ORS administrator when the “Status” of all agencies in the network shows “Submitted”. 

 

 
 
 
 

Pending is an indication that the 
agency report has not been 
submitted. 
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Click to un-submit report 
back to agency manager. 
.Only activated for 
submitted agency report. 

Indicating that 
agency report has 
been submitted 

Click to submit report to 
the FASD ORS 
Administrator. 
Activated when the 
status of all agencies 
shows up as submitted 
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MANAGE AGENCIES 
 
This screen enable user the ability to create, modify, archive/un-archive and view agencies within the network. 

1. A Network Coordinator can either search for an existing agency, choose from the list included on the page, 
or create a new agency: 
 To search for agencies within the Network, use any combination of search criteria (agency code, agency 

name or both) in the search box and click SEARCH button. To clear the boxes and enter new criteria, 
click the RESET button. 

 To choose, simply view the list and find the appropriate agency. 
 To create a new agency, click on the CREATE button and enter the required fields (agency name, 

Network, city, contact person, contact phone and email) and click CREATE AGENCY button, or CANCEL 
button if on this screen in error. A screen shot for the Create Agency screen is included below. 

 
 
 

To search for an agency program, 
enter any or all of the criteria here 
and click on the SEARCH button. 
Click on RESET button to clear and 
enter new criteria. 

Click on CREATE button to create new 
agency. See screen shot below. 
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2. After choosing the appropriate agency to manage, a Network Coordinator has several options, including: 

 View: See screen shot below. 
 Edit: See screen shot below. 
 Archive: Archive agency after quarter is closed and before new quarter opens. 
 Un-archive: Un-archive an agency at any time during the quarter.  

 

 

 

 

 

 

 

 

 

To create new agency, enter 
all data and click CREATE 
AGENCY button. If on this 
page in error, click CANCEL 
button. 



12 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

View programs, program 
disbursements or 
archive/un-archive history. 

Click here to edit Agency 

Form section of screen. 
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4. After the Network Coordinator has managed the agency or created the program appropriately, they can 
either click Main Menu to return to the home page, or Logout to exit the system. 

NOTE: The user can click the NEXT or LAST buttons to go to navigate to other pages in instances where the 
program list is more than one page. To navigate backwards, the FIRST or PREVIOUS buttons can be used. 

  

Edit Agency Form 
information here for existing 
agencies within the Network.  

Click here to save 
changes to Agency 

Form. 

Click here to create an 
agency (described above). 

Use these tabs to 
views programs, 
disbursements and 
archive/un-archive 
history.  

Click View to 
view program 
information 
only, or Edit to 
edit program 
information.  
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MANAGE ALLOCATION 
 

This screen allows users to search and view the various allocations made in the Network. 

1. To search for an allocation, enter some or all of the search criteria in the box below and click the SEARCH 
button. Click the RESET button to criteria in order for a new set of criteria to be entered.  

 

 

 

 

 

 

 

 

 

 

To search for an allocation, 
enter any or all of the criteria 
here and click on the 
SEARCH button. Click on 
RESET button to clear and 
enter new criteria. 

Clicking View allows users to view 

1. View Allocation Form 
2. View Program Disbursement/Operating Cost 
3. View Funding Reconciliation 
4. View Allocation Change History 
5. View Operating Cost Change History and  
6. Create Program Disbursement 
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VIEW ALLOCATION 
 

 

 

Click here to CANCEL 
action  

Click here to CREATE     
a disbursement  

Click VIEW to view 
disbursement or EDIT to 
modify the disbursement 
information 

Click here to save 
changes to the 
UPDATED 
OPERATING COST 
 

Enter/update 
OPERATING COST 
Actual is locked 
until funding 
manager unlocks 
later in the year.  
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CREATE DISBURSEMENT 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To CREATE a new 
disbursement, enter all data 
using drop-down menus 
where necessary and click 
CREATE DISBURSEMENT 
button. If on this page in 
error, click CANCEL button. 
Actual cost is locked until 
funder unlocks the field later 
in the year. 
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EDIT DISBURSEMENT 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To EDIT a disbursement, 
modify required data using 
drop-down menus where 
necessary and click 
UPDATE DISBURSEMENT 
button. If on this page in 

error, click CANCEL button. 
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VIEW DISBURSEMENT 
 

 
 

 

 

 

 

 

 

 

 

Click here to EDIT DISBURSEMENT. If on 
this page in error, click CANCEL button. 
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LINK AGENCIES 

This screen allows users to link agencies to the various Networks. An agency must be linked to a Network to 
function properly within FASD-ORS. 

1. Click on the “Link” link beside the agency to connect it with a Network. 

 
 
 
 
 
 
 
 
 
 
 
  

Click here to link an 
agency with Network.  

Important NOTE! 
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UNLINK AGENCIES 
 
This screen allows users to un-link agencies without client records from the list of agencies in a Network. 

NOTE:  Unless all agencies in a network submit their client records to the Network Coordinator, a quarter 
cannot be closed. Agencies without client records cannot submit empty quarter reports. 

Where an agency cannot submit report because of empty quarter reports, such an agency should be unlinked 
from the Network so that report could be submitted and quarter closed. 

An agency that is unlinked from a network can be linked back to the Network at any time for data entry after 
report has been submitted. Agency that has clients, program or caseworkers associated with it cannot be 
unlinked from a Network. 

1. To un-link an agency from a Network, click on the button that says Un-link.  

2. To re-link an agency again, please see the section on linking an agency to a Network. 

 
 

Unlinking of Agency vs. Archiving of Agency 
 
There is a difference between unlinking and archiving an agency. This difference is: 

 Unlinking: Temporarily removes an agency from a Network. This function can be done at any time if 
the agency has no client associated with it. 

 Archiving: Permanently truncates an agency from a Network. This function can only be done after a 
quarter has closed and before a new quarter opens. 

 

Click here to unlink an 
agency from a Network.  

Important NOTE! 
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LINK/UN-LINK AGENCY MANAGERS 
 
1. Using the drop-down menu, select agency that you would like to link or un-link Agency Managers to. 

2. To move Agency Managers from being un-linked to linked (and vice versa) use the direction arrows 
between the two tables (move forward all, move forward, move backward or move backward all). 

3. Save changes to this screen by clicking SAVE CHANGES button or CANCEL button if you are on this page in 
error or have made a mistake. 

NOTE: Only Agencies that have not been archived will appear on the lists on this page. 

 

 

Choose the required agency from this drop-down menu. 

To link or un-link all Agency Managers, 
click on either the MOVE FORWARD 
ALL or MOVE BACKWARD ALL 
buttons.  

To link an 
Agency 
Manager, click 
on the user and 
click the MOVE 
FORWARD 
button.  

To un-link an 
Agency Manager, 
click on the user 
and click the 
MOVE 
BACKWARD 
button.  

Click SAVE CHANGES to 
save, or CANCEL to abort 
action.  


