LAND INFORMATION NEW ZEALAND Page 237 of 315
Landonline — e-dealing User Guide

7.1

7.2

SYSTEM MANAGEMENT

Overview

All users and firms are initially entered into Landonline by LINZ System Administrators.
They enter the user and firm details, associate users with firms and set up the initial
security access levels. The day to day management of firm information and user access are
managed by a firm’s System Manager. Each firm appoints a member of their firm to be
their System Manager. A firm may appoint more than one System Manager if required.

System Managers undertake their Landonline duties through the External System
Administration screen. This provides access to other screens where user and firm
information is maintained and user access levels are set. This chapter explains how a
System Manager can:

e view an individual user’s details

e modify the firm’s contact details

e associate and disassociate privileges with a user
e modify user groups

e disassociate a user from the firm

e generate a licence usage report

e customise mortgagee quick codes for the firm.

Note: Individual users also access the Maintain User screen in External System
Administration to update their own details. See 3.9 Change your details or password.

External System Administration screen

The External System Administration screen provides System Managers with access to the:

e Maintain User screen where System Managers can view a user’s details

e Maintain Firm screen where System Managers can maintain their firm’s contact details
and the privileges of users in their firm.

e Licence Usage Report screen where you can generate a report detailing how licences
are used in your firm.

Only System Managers can display the External System Administration screen.

In Workspace, to display the External System Administration screen:

=]
1. Click (System Maintenance) from the Workspace Toolbar.
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Landonline - External System Administration ;IEIEI
File Edit User Firm Licences Window Help

|Ready |

This shows the menus available to a System Manager in the External System Administration screen.

7.3 View an individual user’s details

A System Manager can view a user’s contact details and preferences through the Maintain
User screen. Individual users maintain their own details.

Steps:

To view an individual user’s details you:

1. Display the Maintain User screen.
2. Search for the user.
3. View the user’s contact details and preferences.

The following headings correspond with these steps and explain them in more detail.

7.3.1 Display the Maintain User screen

To display the Maintain User screen, in External System Administration, select User |
Maintain User...
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Landonline - External System Administration - |E| ﬂ

File Edit User Firm Licences Window Help

& CSA_570 - Maintain User | -0l x|
User Details
UserId IasuperUU'I User Type IPE[SUH d
Statuz IActwa j Lagon TypelExtema\ j

Eontachatai\sl Preferences |

i~ Wame Details

Title Mr Given Names }Andraw

Farnily Name ISnper

Preferred Mame }Andraw Soper

r— Telephone Details

i~ Contact Addieszes for Motifications [sllows optional addresses per firm)

Phone |D4 916 6430

Lise default address for all associated firms [

Mabile I

Fax |D4 9631571

r— Phyzical Address

Street Level 5 Mayfai House
44 The Tenace

Firm I<f\rm names

Addrese PO Bow 234

Town I\A/ellinglun

Town I‘\A/ellingtun

Cauntry | Mew Zealand

Prefix I Farmatted Postal Address
Mame IAndrew Saoper indrew Soper
X [<firm mamnes
Suiffis I PO Box 234
ellington 6005

d Postcode |BUUE D Box |
Countiy INEW Zealand ﬂ
Email |asoper@tbaconner.co.nz

"Edit Higtory

Last Modified By |azoper001

Last Modified Date (24 Mar 2009 16:13:16

Bassword... Search..

Cancel

[Preferred name of the user

VA

When Andrew Soper, (the System Manager at Tarbottom O’Conner & Co) opens the Maintain User screen, it displays
his user details. Andrew must search for a user to display their details.

7.3.2 Search for the user

When the Maintain User screen is opened by a System Manager it displays their user
details. The System Manager must search for a user to display their details. The selected
user’s details will display in the User Details area. The selected users contact details will
display in the Contact Details tab and their preferences will display in the Preferences tab.

These cannot be modified.

To search for the user:

1. Click _ =garch.. |to display the External Search screen.
2. Search for the user. See 4.2.2 Search for a user or firm and add the details to the

current screen.
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7.3.3 View user contact details and preferences

To view a user’s contact details and preferences, select the Contact Details tab and
Preferences tab in the Maintain User screen. For more information, see 3.9.1 Change your
details.

7.4  Modify your firm’s contact and user details

A System Manager can maintain a firm’s contact details through the Maintain Firm screen.
They can also modify user details as they relate to the firm (eg the branch a user works
for).

Tasks:

To maintain a firm’s contact details System Managers:

e Display the Maintain Firm screen.
e Modify the required details in the Details tab.
e Modify a user’s details as they relate to a firm.

The following headings correspond with these tasks and describe them in more detail.
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7.4.1 Display the Maintain Firm screen
The Maintain Firm screen is where System Managers can modify their firm’s details and
manage users.
To display the Maintain Firm screen, in External System Administration, select Firm |
Maintain Firm...
Landonline - External System Administration =1Ol x|
File Edit User Firm Licences Window Help
R c5A_S71 - Maintain Firm o =1}
Firmn
’7F\rm 1d Ilbucunmel T arbottom OConner & Co
[Dietails | Usersl
i~ Firm Contact Details
Firm Mame ITarbUlle OConner & Co
Title IMT Given Names }ﬁﬂdeW Family Mame |Soper
i~ Telephone Details i Postal Address
Phone |D4 SE9 4873 Prefin I Formatted Postal Address
Iohile I Mame IMrAndrew Soper b1 Andrew Soper
Fax |D4 969 4874 Suffix I ;aDIbEDDt;Dglg Coniner & Co
— Physical Address Firm IT arbattam 0Connher & Co B e G
Street Level & Maytair House Addiess PO Box 243
44 The Terace
Tawn IvJe\hngtDn
Postcode IEUUS D Box I
Town IWe\I\ngtDn
—— = Cauntry INewZEaIand j
Bty IN “eobn J Email Iasopel@tbocunnel.co nz
Edit Histary
’V Last Maodified By |asoperUEl1 Last Maodified Date |19 Dec 2008 16:24:37
Maintain Groups... | Cancel |
[Ready A
The System Manager from Tarbottom, O’Connor and Co. has opened the Maintain Firm screen to update the address
details for the firm.
When the Maintain Firm screen is opened the firm’s details display. The System Manager
can only view their own firm’s details.
Note: LINZ can generate a report showing who made changes to user details.
7.4.2 Modify firm details in the Details tab

In the Details tab of the Maintain Firm screen:

1. Update the contact person and address details if required. The contact person receives
all general communications on behalf of the firm. Do not use an apostrophe ('), double
quotation (") or vertical bar (pipe) (|) in any field in the Details tab.

2. Save the changes.
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Note: To maintain the method by which your firm receives specific notifications, refer to
the Notices User Guide.

7.4.3 Modify user details for the firm

In the Maintain Firm screen:

1. Select the Users tab to display the users for the firm.

2. Select the user from the Associated Users list.

3. Modify the Firm Office (branch) or Default Licence for the user if required.
4. Save the changes.

Note:

e You cannot alter any other details for the user in the Associated Users list.

e A check in the Contractor field indicates the user is a contractor to your firm. A
contractor is a user who performs work for your firm but is not a member of your
firm. They can be affiliated to more than one firm.

7.5 Maintain user privileges in your firm

User privileges are associated with a user through the Maintain Firm screen. Privileges
determine what actions a user can perform in Landonline (eg certify and sign an
instrument). The System Manager allocates appropriate privileges to each user based on
their role (eg, Searches, Primary Contact, Conveyancing Professional).

The privileges the System Manager can allocate to a user are limited to those allowed by
the types of Landonline licences allocated to the firm. For example, if the firm didn’t have
a licence that enabled Searches, a user could not be assigned the privileges required to
search.

Steps:

To allocate privileges to, or remove privileges from, a user:

1. Display the Maintain Firm screen.
2. Display the user’s privileges in the Allocate Privilege screen.
3. Allocate privileges or remove privileges.

The following headings correspond with these steps and describe them in more detail.
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7.5.1 Display the Allocate Privileges screen

Landonline - External System Administration ] 3]
File Edit User Firm Licences Window Help

GA_S?I - Maintain Firm = Dlﬂ

1 Firm
ﬁllarbutlum T arbottom OConner & Co ‘
Detai\sl Users l

i~ Associsted Users

Usger Id Firm Office Given MNames Family Mame Detault Licence Contractor__| taintain
2 asoper001 Welington - | Andrew Soper e-dealing hd [
mbeattie001 Wielington | Margaret Beattie e-dealing plus | Imf Frivileges..
o el o Lok el I
r— = Dizassociate
- -

Maintain Groups... | Cancel |

[Name of the office for the user within the firm v

The System Manager has selected Sarah O’Connor to perform some maintenance work on.

To display the user’s privileges in the Allocate Privileges screen.

1. Select the Users tab in the Maintain Firm screen to display the users for the firm.
2. Select the user from the Associated Users list.

3. Click _Fiivileges... | to display the Allocate Privileges screen.
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7.5.2 Allocate or remove privileges

Landonline - External System Administration alglll
File Edit User Firm Licences Window Help
F2 C5A_572 - Allocate privileges =101x|

User
’7 User Id IsoconnerDI}]

IDCDnnDr, Sarah

Search... | ‘

r~ Priv
wailable Privileges

=

Cancel Dealing

Create Dealing/Instrument
EditModify Dealing/Instrument
Pre-validate Dealing
Pre-validate Instrument
Release Instrument
Request TANs

Search

Sign Instrument

Spatial View

Submit Dealing

System Manager

View Dealing/Instrument
\ Withdraw Dealing

\‘

Aggigned Privileges

Priviles

Cancel Dealing

Create Dealing/instrument
Edit/Modify Dealing/Instrument
Pre-validate Dealing
Pre-validate Instrument
Release Instrument

Search

Sign Instrument

Submit Dealing

View Dealing/instrument
Withdraw Dealing

—
sdds |

<- Aemove |

N/

.l Ok I' Cancel |

[User name for the user

You can view the privileges that have been allocated to Sarah O’Connor.

To allocate privileges to a user

1. Select the required privileges from the Available Privileges list.
2. Click _ #&dd-= | to copy the privileges to the Assigned Privileges list.
3. Click Ok | to save the changes and close the screen.

To remove privileges from a user

1. Select the required privileges from the Assigned Privileges list.

2. Click

<-Remove | to delete the privileges from the list.

3. Click Ok | to save the changes and close the screen.
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7.6

7.6.1

Modify user groups

User groups are established by the System Manager. They contain groups of privileges and
are used to assign the same privileges to multiple users. For example, a System Manager
can establish a user group for Conveyancing Professionals within the firm.

Tasks:

To modify user groups System Managers:

e Display the Maintain Groups screen.

e Create a new user group.

e Modify a group name or description.

e Assign users to, or remove users from, a group.

e Add privileges to, or remove privileges from, a group.

e Delete a group.

The following headings correspond with these tasks and describe them in more detail.

Display the Maintain Groups screen

The Maintain Groups screen is divided into three areas.

e The Group area is where the user group name and description are created and modified.
e The Assign Users area is where users are assigned to and removed from user groups.

e The Assign Privileges area is where privileges are assigned to, and removed from, a
user group.

To display the Maintain Groups screen, in the Maintain Firm screen:

1. Click Maintain Groups..
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&2 Landonline - External System Administration -1l x|
File Edit User Firm Licences Window Help

2 cSA_S73 - Maintain Groups I =10l x|

— Group

Grau Ham= 0 ~ Add Edt | Daee |

Drescription I

r~ hesign Ueers
Firm Ugers Aszigned Users

User Name | User Name
Beatie_Maroarst |

Dobson, Maria
OConner, Sarah
Soper, Andrew

Add > |
<- Remaowve |

— Agsign Privileges
Available Privileges Aasigned Privileges

Priviege [ . | Priviege
Cancel Dealina ]

Certify TA Certification Add > |
Create Dealing/Instrument

Create Survey <- Femove |

Edit’/Medify Dealing/Instrument
Exception Process

Prepare TA Certification
Prepare/Send T4 Certificate
Pre-validate Dealing
Pre-validate Instrument
Pre-validate Survey

Release Instrument

Cancel

[Mame of the user group 4

The System Manager is about to establish some user groups for the users at Tarbottom, O’Connor and Co.

7.6.2 Create a new user group

In the Maintain Groups screen:

Click et to display the Maintain Group Name screen.
Type the name for the group in the Group Name field.
Type a description for the group in the Description field.

AW N~

Click Ok | to save the new group and return to the Maintain Groups screen.
7.6.3 Modify agroup name or description

In the Maintain Groups screen:

Select the group in the Group Name field.

1

2. Click el | to open the Maintain Group Name screen.
3. Modity the group name or description.
4

Click Ok | to save the change and return to the Maintain Groups screen.
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7.6.4 Assign and remove users

To assign users to a group:

Select the Group in the Group Name field.
Select the user from the Firm list.

Click ﬁl to copy the user to the Assigned Users list.
Save the changes.

Eal o e

To remove users from a group:

Select the Group in the Group Name field.
Select the user from the Assigned User list.

1
2
3. Click _<-FRemove | to delete the user from the Assigned User list.
4. Save the changes.

7.6.5 Add or remove privileges from a group

To add privileges to a group:

Select the Group in the Group Name field.
Select the required privileges from the Available Privileges list.

Click ﬁl to copy the privileges to the Assigned Privileges list.
Save the changes.

Eal oS .

To remove privileges from a group:

Select the user group in the Group Name field.
Select the privileges to be removed from the Assigned Privileges list.

1.
2.
3. Click _<-Remove |to delete the privileges from the Assigned Privileges list.
4. Save the changes.

7.6.6 Delete auser group

In the Maintain Groups screen:

1. Select the user group in the Group Name field.

2. Click ﬁl to delete the Group.
3. Click &l to save your changes.

Note: When you delete a group all users associated with that group lose the group
privileges.
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1.7

7.8

Disassociate a user from the firm

System Managers can disassociate a user from their firm if, for example, the user leaves
the firm. When a user is disassociated they can no longer log on to Landonline from the
firm and cannot perform work for that firm.

Note: Before you disassociate a user from your firm, you should reassign all work in
Workspace for that user.

To disassociate a user, in the Maintain Firm screen:

Select the Users tab in the Maintain Firm screen.
Select the user to be disassociated from the Associated Users list.

Click Dizazzociate |

4. Click to save the changes and close the Maintain Firm screen.

wobh=

Caution: Once you disassociate a user you cannot associate the user with the firm again.
This can only be done by a LINZ System Administrator. The disassociated user’s work
will still display in Workspace.

Maintain firm mortgagee quick codes

A System Manager can customise any mortgagee quick code to suit their firm using the
Maintain Firm Mortgagee Quick Codes screen. They can also add a new quick code for a
mortgagee that does not display in the LINZ Quick Codes list.

Once you create and save mortgagee quick codes for your firm, the next time a user in
your firm opens the Prepare Mortgage screen, these codes will display at the top of the list
in the Quick Code field.

Your Firm Quick Codes list can contain duplicates of the LINZ Quick Codes. The list you
create is unique to your firm.

Tasks:

A System Manger can:

e Display the Maintain Firm Mortgagee Quick Codes screen.
e Copy an existing LINZ quick code to your firm list.
e Add a new firm mortgagee quick code.

e Print, copy or save your Firm Quick Codes list.

The following headings correspond with these tasks and describe them in more detail.
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7.8.1 Display the Maintain Firm Mortgagee Quick Codes screen

The Maintain Firm Mortgagee Quick Codes screen is divided into two areas.

e The LINZ Quick Codes area displays a list of all existing LINZ mortgagee quick codes
for you to select to copy to the Firm Quick Code area (if appropriate).

e The Firm Quick Code area is where you customise each mortgagee quick code to suit
your firm or add a new mortgagee quick code for a one that does not display in the
LINZ Quick Codes list.

To display the Maintain Groups screen, in the System Management:

1. Select Maintain | Maintain Mortgagee Quick Codes...

GA_SBD - Maintain Firm Mortgagee Quick Codes

— LINZ Quick Codes

|Eode Marme Al

AE AMP/Ergo Mortgage and S avings Limited
ANME  ANZ Mational Bank Limited Copy
ASB ASE Bank Limited

ABS Agzhburtan Building S ociety

AGC Australian Guarantee Corporation [M.Z.] Limited

i

r— Firm Guick Codes
Code Marme [

d
Delete
Prrint List

LCopy ta Clip

Rl

Save toFile

ak I Cancel

7.8.2 Copy an existing LINZ quick code to your firm list
You can copy one or more existing LINZ quick codes to customise for your firm.

In the Maintain Mortgagee Quick Codes screen:

1. Select a mortgagee quick code in the LINZ Quick Codes area.

2. Click Copy | to copy the selected mortgagee quick code to the Firm Quick Codes
area.
3. Inthe Firm Quick Codes area:
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4.

e Amend the code in the Code field (if required) to customise it for your firm.
e Amend the mortgagee name in the Name field (if required).

e If you choose not to change any details of a copied mortgagee quick code a
warning message displays, but you can continue.

To delete a mortgagee quick code from the Firm Quick Codes area, select it and click
Delete | (There is no restriction on deleting your Firm Quick Codes.)

Click k. |to save and close the screen.

Note: The Quick Code must be unique to each mortgagee.

7.8.3 Add anew firm mortgagee quick code

In the Maintain Firm Mortgagee Quick Codes screen:

1

2.
3.
4

5.

Click Add to add a blank row in the Firm Quick Codes area.
Enter the quick code in the Code field.
Enter the name of the Mortgagee in the Name field.

To delete a mortgagee quick code from the Firm Quick Codes area, select it and click
Delete

Click 118 |to save and close the screen.

Note: Check your spelling is correct before saving, especially if the mortgagee is linked to
a restricted Memorandum Number. The Quick Code must be unique to each mortgagee.

7.8.4 Print, copy or save your Firm Quick Codes list

You can print a list of your customised firm quick codes, copy them to the clipboard to
paste elsewhere, or save them to a file on your computer. This functionality is similar to
printing, copying and saving a list of search results in Searches.

In the Maintain Firm Mortgagee Quick Codes screen:

1.

Perform one of the following actions to print, copy or save your list of Firm Quick
Codes:

e (Click _ FrintList |to print the list displayed.

e Click EopytoClp | to copy the list displayed to the clipboard to paste elsewhere
outside Landonline (eg to MS Word, MS Excel, etc).

Chck 2ave to File | to save the list displayed to a file on your computer.

Click |to save and close the screen.
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7.9 Licence usage report

A System Manager can produce a report to show current and historic licence usage
information within their firm.

Tasks:

A System Manger can:

e Display the Licence Usage Report screen.
e Generate a Licence Usage Report.
e Print the Licence Usage Report.

e Save the Licence Usage Report to their computer.

The following headings correspond with these tasks and describe them in more detail.

e-dealing User Guide-v3.3.25



LAND INFORMATION NEW ZEALAND Page 252 of 315
Landonline — e-dealing User Guide

7.9.1 Display the Licence Usage Report screen

To display the Licence Usage Report screen, in the External System Administration
screen, select Licence | Licence Report...

Landnnline - External System Administration o ] 5
File Edit User Firm Licences ‘Window Help

&3 CSE_S05 - Firm Licence Usage Report i ] 54

—Licence Report Farameter:

Firm Id Ilarboﬂom I Search... |

"Heport Type

@ Cument ¢ Date Range Start Date:l End D ate: I

Toitu te
tand Land whenua gy
7ol Information 4

New Zealand .LESE' —
Licence Usage

Firm Name Tarbottom O'Connor & Co

Start Date End Date

Users Licence Usage
License Type User Id User Name Logged On Logged Off Elapred Time

eDealing licence Margaret Beathie

@ Copwight: Land Information Mew Zealand Dated  QAOT200F 10022 am  Page 1 of ]

{ Generate Report Print Savebs .. Cancel

| Generates the repart i

This is a Licence Usage Report for Tarbottom, O’Connor and Co.

7.9.2 Generate a Licence Usage Report

In the Licence Usage Report screen:

1. Click Current or Date Range in the Report Type area.

2. Ifyou selected Date Range type a Start Date and End Date to specify the period you
want to generate the report for.

3. Click Eenerate Hepurt_,_l

7.9.3 Print the Licence Usage Report

In the Licence Usage Report screen:

1. Generate the Licence Usage Report.

2. Click ___ Etint |
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7.9.4 Save the Licence Usage Report
You can save the Licence Usage Report to your computer.

To save the Licence Usage Report, in the Licence Report screen:

Generate the Licence Usage Report.

Click = Sawehs. |

Select a location on your computer.
Type a name for the file.
Select a file format for the report (eg tif).

Click ___ Save

A i e

7.10 System Management Toolkit

Table 7-1 lists other tools that assist a System Manager to maintain user security access
levels to Landonline, and user and firm information.

Tool Description
Quick Reference Cards Section: System Management.
Topics:

e  Change firm details.

e  Change firm details for a user.

e  Change a user’s privileges.

e  Create privilege groups.

e  Generate a Licence Usage report.

e  Maintain Firm Quick Codes.

Table 7-1 System Management Toolkit resources
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