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11

11.1

11.2

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 and user 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.

Note: Individual users also access the Maintain User screen in External System
Administration to update their own details. See topic 3.8 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.
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Landonline - External System Administration =10l x|
File Edit User Firm Licences Window Help

|Ready A

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

11.2.1 Display the External System Administration screen
Only System Managers can display the External System Administration screen.

To display the External System Administration screen, in Workspace:
1. Click =& (System Maintenance) from the Workspace Toolbar.

11.3 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.
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11.3.1 Display the Maintain User screen

Landonline - External System Administration 1o x|
File Edit User Firm Licences Window Help
&R CSA_S70 - Maintain User =[]
User Details
User |d Ihhil\ﬂm User Type IPErsnn d
Status IAcIivE j Logon Type IExlEmaI j
Cortact Detail: | Preferences I
—Mame Details
Title |tr Given Marmes |Enan Farnily Narne |H|\I
Prefered Name IMr Errian Hill
r Telephone Details r— Contact Addresses for Molifications (allows optional addresses per firm]
Phone |U4 916 6430 Use default address for all associated fims [
Mobile |
Fax [p+ 3631871 Prefis | Formatted Postal Address
M arne IMr Birian Hil br Erizn Hill
 Physical Address <firm name>
Sheet  iLevel 5 Mayfar House Suffix | P O Box 1234
44 The Terace " = Karar
Firm |<f|rm are elington 6012
Address [P0 Bow 1234
F.aror
T -
oun lington Town l’WEIImgtnn
Caunt Mew Zealand -
g J Pastcode |ED12 D Box
Country |New Zealand j
Email Ihrnwn_h@hmwnhi\l conz
Edit History
’VLasl Modified By [bhil0o1 Last Modified Date (04 May 2003 15:58:41
|Street address of the user v

When Brian Hill (the System Manager at Brown Hill and Associates) opens the Maintain User screen it displays his user
details. Brian must search for a user to display their details.

To display the Maintain User screen, in External System Administration:

1. Select User | Maintain User...
11.3.2 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. These cannot be modified. The selected
users contact details will display in the Contact Details tab, and their preferences will
display in the Preferences tab.

To search for the user:

1. Click _ =earch.. |to display the External Search screen.

2. Search for the user. See topic 4.2.2 Search for a user or firm and add the details to
the current screen.

e-survey User Guide v3.4.22



LAND INFORMATION NEW ZEALAND Page 204 of 264
Landonline — e-survey User Guide

11.3.3 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 topic 3.8.1 Change
your details.

11.4 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 users details as they relate to a firm.

The following headings correspond with these tasks and describe them in more detail.
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11.4.1 Display the Maintain Firm screen

The Maintain Firm screen is where System Managers can modify their own firm’s details

and manage users.

Landonline - External System Administration 18 x|
File Edit User FEirm Licences Window Help
& €sA_s71 - Maintain Firm oy [=] 3]
Firm
’}\rm Id Ibrnwnhil\ EBrown Hill and Associates
[Dretails | Users I
— Firm Contact Details
Firm M ame IBlown Hill and Aszsociates
Title [pr Given Names [Brian Farniy Mame Hil
— Telephone Details  Postal Address
Fhone I04 916 E430 Prefis I Formatted Postal Address
tobile |021 440 447 M ame I M Brian Hill
Erown Hill and Associates
Fax |04 963 1571 Suffix | PO Box 1234
X - - F.arori
 Physical Addrass Firm IBern Hill and Associates clington 6012
Shrest Level 5 Mayfair House Address PO Box 1234
44 The Tenace K aror
Tawn IWeIIington
Pastcode |BD12 D% Box I
Town ellington
Country INBW Zealand ﬂ
Country | Mew Zealand j
Email IDHICB@bIDWﬂhIH.CO nz
Edit Histary
’7 Last Modified By [bhillD01 Last Modified Date (13 Dec 2008 16:24:37
Ok | Cancel
|Displays the Maintain Group screen to assign users and their privileges to a group within a firm él

The System Manager from Brown, Hill and Associates has opened the Maintain Firm screen to update the address details

for the firm.

To display the Maintain Firm screen, in External System Administration:

1. Select Firm | Maintain Firm...

When the Maintain Firm screen is opened the firm’s details display. The System Manager
can only view their own firm’s details.

11.4.2 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 pipe (]) in any field in the Details tab.

2. Save the changes.

Note: To maintain the method by which your firm receives specific notifications, refer to
the Notices User Guide.
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11.4.3 Modify user details for the firm

11.5

In the Maintain Firm screen:

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

2. Select the user.

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.

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 an e-survey). The
System Manager allocates appropriate privileges to each user based on their role (eg,
Searches, Surveyor, Primary Contact). 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 then 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.

11.5.1 Display the Maintain Firm screen

To display the Maintain Firm screen:
1. See topic 11.4.1 Display the Maintain Firm screen.
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11.5.2 Display the Allocate Privileges screen

Landonline - Bxternal System Administration =10 x|
File Edit User Firm Licences Window Help
& csA_s71 - Maintain Firm =10 |
Firm
’}\rm Id |hrnwnh\|l Brown Hill and Associates ‘
Detals  Users |
— Associated Users
IUser Id Firm Dffice Given Names Family Name Diefault Licence Contractor | Maintait... |
hjbrown001 ‘Chrislchurch Processing \LlHEnryJUhn Brown ‘E-SUIVE}l LI -
£liere Helen Kennedy e-search plus -:-- Frivileges... |
gtifkler001 Chrigtchurch Processing | | Graeme Martin Tinkler E-aLvey - [l Disassociate

Maintain Groups.. Cancel |

|Associated users for the firm

The System Manager has selected Irene Kennedy 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 Associate Users list.

3. Click Frvileges... |to display the Allocate Privileges screen.
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11.5.3 Allocate or remove privileges

Landonline - External System Administration

File Edit User Firm Licences Window Help

=10l x|

I CSA_S72 - Allocate privileges [

=10

Usger

’7 Usger1d |\hkannadv

IKennedy, liene Helen

Search... | ‘

r— Privileges
Luvailable Privileges

Privilege

[Certify T4 Certification

Create Survey

Exception Process

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

Search

Sign TA Certification
Sign/Submit Survey

Spatial View

Spstem Manager

T4 Certification support documents
T4 Notification

"iew Digital Survew/Title Plan
iew Survey

withdraw Survey

Add > |
<- Remove |

Assigned Privieges

Privilege

Ieate Survey

Exception Process
Pre-validate Survey
Search

Spatial View

Wiew Survey

Cancel

[User name for the user

Here you can see the privileges that have been allocate to Irene Kennedy.

11.5.3.1 Allocate privileges to a user

In the Allocate Privileges screen:

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

11.5.3.2 Remove privileges from a user

In the Allocate Privileges screen:

1. Select the required privileges from the Assigned Privileges list.
2. Click < FRemave |to delete the privileges from the list.

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

to copy the privileges to the Assigned Privileges list.
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11.6

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.

o 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.

11.6.1 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.

Landonline - External System Administration ;IEIEI
File Edit User Firm Licences Window Help
%2 c5A_573 - Maintain Groups =101 x|
i~ Group
Group Name: [T echicians = fdd Edi | Deee |

Diescription IPlivi\eges for techhicians

—Agzign Users
Firm Uzers Azzighed Uzers

|USEI Mame | User Mame ‘
Brown, Henry John Brown, Henry John

K.ennedy, Irene Helen Fernedy, Irene Helen |

Tirkler. Gragme Martin

Add > |
<- Remove |
Assign Privileges
Awailable Privieges Aszigned Privileges
Privilege | ;I Frivilege ‘
Certify T, Cerlification Fre-validate Survey |
Cieate Dealing/nstrument = Create Survey
Cle..atE SLﬁrvey PuE— |
Edit/Madify D ealing/Instument
Exception Process
Prepare TA, Certification
Prepare/Send TA Certificate
Pre-validate Dealing
Pre-validate Instrument
Release Instrument LI
\L\st of users selected for the group 4
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The System Manager is establishing some user groups for the users at Brown, Hill and Associates.

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

1. Click Maintain Groups...

11.6.2 Create a new user group

In the Maintain Groups screen:

Click ___&d4d  |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.

Click Ok |to save the new group and return to the Maintain Groups screen.

> o e

11.6.3 Modify a group name or description

In the Maintain Groups screen:

1. Select the group in the Group Name field.
2. Click __Edt |0 open the Maintain Group name screen.

3.  Modify the group name or description.
4. Click Ok |to save the change and return to the Maintain Groups screen.

11.6.4 Assign and remove users

11.6.4.1 Assign users to a group

In the Maintain Groups screen:

1. Select the Group in the Group Name field.

2. Select the user from the Firm list.

3. Click __ &dd- 1to copy the user to the Assigned Users list.
4. Save the changes.

11.6.4.2 Remove users from a group

In the Maintain Groups screen:

1. Select the Group in the Group Name field.

2. Select the user from the Assigned User list.

3. Click <« FRemove |to delete the user from the Assigned User list.

4. Save the changes.

Note: A user can be assigned to more than one group.
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11.6.5 Add privileges to, or remove privileges from a group

11.6.5.1 Add privileges to a group

In the Maintain Groups screen:
1. Select the Group in the Group Name field.
2. Select the required privileges from the Available Privileges list.

3. Click _ &dd- 110 copy the privileges to the Assigned Privileges list.
4. Save the changes.

11.6.5.2 Remove privileges from a group

In the Maintain Groups screen:

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

2. Select the privileges to be removed from the Assigned Privileges list.

3. Click < FRemove |to delete the privileges from the Assigned Privileges list.
4. Save the changes.

Note: When privileges are deleted from a user group, they are also deleted from all users
in that user group.

11.6.6 Delete a user group

In the Maintain Groups screen:

1. Select the user group in the Group Name field.
2. Click __ Delst2 110 delete the Group.
3. Save the changes.

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

11.7 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.

To disassociate a user, in the Maintain Firm screen:

1. Select the Users tab in the Maintain Firm screen.

2. Select the user to be disassociated from the Associated Users list.

3. Click Dizazzociate

4. Click Ok |to close the Maintain Firm screen and save the change.

Caution: Once you disassociate a user you cannot associate the user with the firm again.
This can only be done by LINZ. The disassociated user’s work will still display in
Workspace but can only be edited by someone with the same privileges.
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11.8 Generate a 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.

11.8.1 Display the Licence Usage Report screen

=10l

& CSE_505 - Licence Usage Report

~ Licence Report Parameter:
Firrn 1d |brownhillassoc I Search.. |
Report Type
’75' Curent ¢ Date Range Start Date | End Date |

Toitu te
Land
an Land whenua

Information &

3

g

¥
|

Licence Usage

Firm Name Browr, Hill and Ass.

Start Date End Date

Users Licence Usagze

Licence Type User Id User MName Logzged On Lozged Off Elapsed Time
System test Lcence thkennedy Irene Helen Kennedy 130202002 10,2354 00;33:22:000
System test hicence hjbrown Henry John Brown 130202002 10:25:23 00:32:00:000
-
4] | »
{ Generate Heport Print Save As ... | Cancel |

This is a Licence Usage Report for Brown, Hill and Associates.

To display the Licence Usage Report screen, in the External System Administration
screen:

1. Select Licence | Licence Report...
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11.8.2 Generate a Licence Usage Report

In the Licence Usage Report screen:

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

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

3. Click EenerateHepDrt...l

11.8.3 Print the Licence Usage Report

In the Licence Usage Report screen:

1. Generate the Licence Usage Report.
2. Click __ Erint

11.8.4 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 = Sawvehs..

Select a location on your computer to save the file to.
Type a name for the file.

Select a file format for the report. (eg tif).

Click ___ 5ave

o ukrwn E

11.9 System Management Toolkit

Table 11-1 lists other tools that assist a System Manager to maintain user security access
levels to Landonline, and user and firm information.

Tool Description
Landonline Help Press F1 in to display Landonline Help in any System Management screen.
Quick Reference Cards Section: System Management

Topics:

e  Change firm details

e  Change firm details for a user
e  Change privileges

e  Create privilege groups

J Generate usage report.

Table 11-1 System Management Toolkit
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