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6 SYSTEM MANAGEMENT

6.1 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 can access the Maintain User screen in External System
Administration to update their own details. See topic 3.8 Change your details or
password.

6.2 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 ;Iglll
File Edit User Firm Licences Window Help

|Ready él

This shows the menus available to a System Manager in the External System Administration screen.
6.2.1 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.

6.3 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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6.3.1 Display the Maintain User screen
Landonline - External System Administration - |E| ﬂ
Fle Edit User Firm Licences Window Help
ol
User Details
Usgerld Ialletcherﬂm User Type IPersom j
Status IAclive d Logon Type IExlEmaI ﬂ
;’"ﬁﬁr’wi&é’i"ﬁ'é’tla}ié'| Preferences |
i~ Mame Details
Title: Given Names IAndlew Paul Family Marne IFIat:hEr
Prefered Mame IAndlew Fletcher
 Telephone Details  Contact Addresses for Matifications (allows optional addresses per firm|
Phone |U4 3330401 Use default address for all associated fims [»
I obile I
Fax [pr335 0408 Prefic | Formatied Postal Address
- Name IAndrew Fletcher Andrew Fletcher
- Physical Address X — T Certific:ation Division
Strest T4, Cerification Division Suffis ITA Certification Division |<firm name>
101 ‘wakefisld Street . - Private Bag
Firm |<l|rm name> clington E011
Addiess  [Private Bag
Ve l‘\)\/e\lingtnn Town I\A/alllnglnn
MNew Zealand -
County [New Zzalan = | poseote |2 D Bow |
Country INew Zealand j
Email Iallat:her@wcc conz
Edit Histary
’7Lasl Modified By |afletcher001 Last Modified Date |07 bay 2009 10:16:42 ‘
Eassword... | Search.. Cancel
[Contact details for the user 4

When Andrew Fletcher (the System Manager for Wellington City Council opens the Maintain User screen it displays his
user details. Andrew must search for a user to display their details.

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

1. Select User | Maintain User...

6.3.2 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:

Search...

1. Click to display the External Search screen.
2. Search for the user. See chapter 4 Search for a user or a firm.
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6.3.3 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.

6.4  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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6.4.1 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 =] 3]
Fle Edit User Firm Licences Window Help
& csA_s71 - Maintain Firm _13 =

Firm

’}\rm Id frawelington

IvJeIIington City Council TA, Certification Di

Details | Users I

r~ Firm Contact Details

Firm Mame I‘V\/ellimgtun City Council TA Certification Division

Title |Ml Given Names [Andrew

Family Mame [Fletcher

r— Telephone Details

Phone |U4 a0 3173

Mobile |

Fax IDd a0 3178

~ Physical Address

Strest 101 Wakefield Street

Town I‘Wellimgton

Country | Mew Zealand

r~ Postal Address

Firrn I‘V\/el\ingtnn City Council TA Certification Divisian

Address PO Box 2193

Town l’WeI\imgtom
Posteads (3011 [ Box [
Country I Mew Zealand j

Prefis I Formnatted Postal Address
Mame | Ir Andrev Fletcher

ellington City Council TA, Certification Division
Suffix | PO Box 2133

ellington 9011

Ermnail |af|etche|@wcc.cu.nz

Edit History
’7 Last Madified By Ialletcherl][l'l

Last Modified Date |07 May 2009 10:16:42

Maintain Groups..

oK | Cancel |

|street address of the firm

4

The System Manager from Wellington City Council 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.

6.4.2 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 fields in the Contact 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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6.4.3 Modify user details for the firm

6.5

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 sign a package). The System
Manager allocates appropriate privileges to each user based on their role (eg, Searches, TA
e-certification). 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.

6.5.1 Display the Maintain Firm screen

To display the Maintain Firm screen:

1. See topic 6.4.1 Display the Maintain Firm screen.
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6.5.2 Display the Allocate Privileges screen

Landonline - External System Administration =10
File Edit User Firm Licences Window Help
&2 csA_571 - Maintain Firm =lol
Firm I a
’}i;m Id Ilawe\hngton J 1 I\Ne\l\ngtnn City Council T4 Certification Di
Details|_Users [ 3
~éssociated Users }: —
|User d Fim Dffice Given Names Family Name Default Licence aintain,,
imill=c 00 i il =
rayounagdol Eiivileges... ]
apfletcher0 Fletcher Digassociate |
Maintain Groups... | Cancel
4

[Mame of the office for the user within the firm

The System Manager has selected Rebecca Young 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 to display the Allocate Privileges screen.

Frivileges. ..
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6.5.3 Allocate or remove privileges

Landonline - External System Administration ;IEIEI

Fle Edit User Firm Licences Window Help

& CsA_s72 - Allocate privileges [ =]

User

’7User Id |rayoungUU1 IYuung, Rebecca Anne Search... | ‘

r Privileges

Available Privieges Azzigned Privileges
Wrivilage 1 Frivilege |
reate Survey Wiew Survey |

Exception Process T4 Motification

Pre-validate Survey Sign/Submit Survey
Search Pre-validate Survey
Sign/Submit Survey Search

Spatial View Spatial Wiew
System M anager
T4 Motification
"Wiew Survey
‘withdraw Survey

Add > J

~\ ) <- Remove |

\AH privileges available for the user A

Here you can see the privileges that have been allocated to Rebecca Young.

6.5.3.1 Allocate privileges to a user

In the Allocate Privileges screen:

1. Select the required privileges from the Available Privileges list.
2. Click __ &dd-> 110 copy the privileges to the Assigned Privileges list.
3. Click Ok |to save the changes and close the screen.

6.5.3.2 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.
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6.6  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.

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.

6.6.1 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.
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Landonline - External System Administration
File Edit User Firm Licences Window Help

JRT=EY

{2 csA_573 - Maintain Groups

==l

i Group

Group Mame IEert\fylng Users

= edd Edt | Deke |

Description IEartlhels

—Asign Users
Firm Users

Lzer Mame

Fletcher, Andres: Paul
Miller, Stephen John

["oung, Rebecca Anne

Add -
<- Remove

Aszigned Uzers

Lzer Mame

[oung, Rebecca Anne

Miller, Stenhen John

—&gsign Privileges
Available Privieges

Privilege

Cancel Dealing

[Certify TA Certification

Create Dealingnstrument
Create Survey

Edit/Modify D ealing/Instrument
Exception Process

Piepare T4 Cerlification
Prepare/Send Th Cedificate
Pie-validate Dealing
Pre-validate Instrument

Pre-validate Survey

<- Remawe

Assigned Privileges

Privilege

[Certify T4 Certification

Prepare TA Certification

Ok | Cancel

|Assigns selected privileges to the group

The System Manager is establishing some user groups for the users at Wellington City Council.

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

1. Click Maintain Groups...

6.6.2 Create a new user group

In the Maintain Groups screen:

> wobdhpRE

6.6.3 Modify a group name or description

In the Maintain Groups screen:

1. Select the group in the Group Name field.

Click sl

2.
3. Modify the group name or description.
4. Click Ok |to save the change and return to the Maintain Groups screen.

to open the Maintain Group name screen.

Click ___&4d  |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.
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6.6.4 Assign and remove users

6.6.4.1 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- 110 copy the user to the Assigned Users list.
4. Save the changes.

6.6.4.2 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 <-FRemave |to delete the user from the Assigned User list.
4. Save the changes.

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

6.6.5.1 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=>"1to copy the privileges to the Assigned Privileges list.
4. Save the changes.

6.6.5.2 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.
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6.6.6 Delete a user group

In the Maintain Groups screen:

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

2. Click __ Delets 110 delete the Group.
3. Save the changes.

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

6.7 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 Disaszociate
4. Click Ll 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.

6.8 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.
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6.8.1 Display the Licence Usage Report screen

Landonline - External System Administration O] x|
File Edit User Firm Licences ‘Window Help
ESE_SI]S - Licence Usage Report = |E||i|
—Licence Report Farameters
Firrn Id ItaDBB IW'aitaki District Search.. |
Report Type
’75' Curent ¢ Date Range Sitart Datel End Date |
Land Toitu te
Land whenva g
7 Information #8722
New Zealand S

Licence Usage

Firm Name Waitald District

Start Date End Date

Users Licence Usage

Licence Type User Id User Mame Lozzed On Lozzed Off Elapsed Ti
Search Phis TA Cert apfletcher Andrewr Panl Fletcher 1971052003 11:25:56 00:27:36
“ | »
[ Generate Feport | Erirt Saveds.. | Cancel |
| Generates the report S

This is a Licence Usage Report for Waitaki District.

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

1. Select Licence | Licence Report...

6.8.2 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 Eenerateﬂepnrt...l

6.8.3 Print the Licence Usage Report

In the Licence Usage Report screen:

1. Generate the Licence Usage Report.
2. Click __ Erint
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6.8.4 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:

o ukrwh

Click ___ 3ave

Generate the Licence Usage Report.

Click 5Savehs.

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).

6.9 System Management Toolkit

Table 6-1 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: TA e-certification.
Topics:

e  Change a User’s Privileges.

e  Create Privilege Groups.
Section: System Management
Topics:

e  Change firm details.

e  Change firm details for a user.
e  Generate usage report.

Table 6-1 System Management Toolkit
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