A - Change user details

System Managers can change contact details or preferences for users in their own firm.

1. Display the Maintain User screen:
?E
> Click to display the External System Administration screen.
> Select User | Maintain User... to display the Maintain User screen.

2. Search to display the user’s details:

> Click =&arch.. |to display the External Search screen.

> Enter the search criteria, search and select the user from Search Results.

3. Select the Contact Details tab:

> Change the user’s details as required.

4. Select the Preferences tab:

> Change the user’s preferences as required.
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B - Change firm details

System Managers can change contact details for their own firm.

1. Display the Maintain Firm screen:

=]
> Click ? to display the

External System
Administration screen.

> Select Firm | Maintain Firm...
to display the Maintain Firm
screen.

2. Select the Details tab.

3. Change the firm’s details as required.
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C - Change firm details for a user

System Managers can change the branch office of a firm a user works for, change the default licence assigned
to the user, and specify if the user is a contractor.

&2 Landonline - External System Administration =[O x|
. i ) X File Edit User Firm Licences Window  Help
1. Display the Maintain Firm screen. B C5_571.-Mointain Firm =R
Select the Users tab. At |0 i
. veate U] Step 3 Step 4
3. Select a new branch from the Firm o = I
Office drop down list to associate a — %;E—NT—FW—%“?‘K: Step 5
user with another office in your firm. sl [Wfelogan | Saeh ML arn I I S

Dleasione

4. Select a different licence from the
Default Licence drop down list to
change the default licence for a user.

5. Check the Contractor check box to
identify a user as a contractor if

applicable.
. Step 6
6. Click Ok |to save and close. I? ;I
Mairtain Groups... oK Cancel
Ready |
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D - Change a user's privileges

System Managers can allocate or remove user privileges. Privileges allow a user access to specific functions in

Landonline.
1. Display the Maintain Firm screen. Ceordtine < el Systern Remiciatration
p y Cdt User Frm Likences Wandow Help Step 4
2. Select the Users tab. s
User
i 2 g Userld [ soccrner [ICerran. Sash Search
3. Select the user and click _ Frivilegss... |to p—
. .. . Availshle Prrdnges Assigned Privinges
display privileges for the user in the e rese |
Allocate Privileges screen. (e veangriure frenhate meanert
o et Doy o
4. Add or remove privileges for the user: et iy
R L. Rrequest Tans view Dendroinstrument
> Select Available Privileges and gt
i &uu‘.nl\'\e: Add >
click  &dd-* 1o allocate them to R Step 4 ﬁ> E
the user.
> Select Assigned Privileges and click
<-Hemove |15 remove them from the Step 5
user. < -
ance
5. Click Ok |to save the user’s — y
1

privileges and close the Allocate Privileges

screen.
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E - Create privilege groups

System Managers can create Privilege Groups. Groups allow you to manage the assignment of privileges

without having to assign privileges to individual users.
1. Display the Maintain Firm screen.

2. Click Maintain Groups.. |to display the Maintain

Groups screen.

3. Click Add to open the
Maintain Group Name screen:
> Enter a name and description for

the group and click Ok
to save the group and return to
the Maintain Group screen.
4. Select the group you created in the
Group Name field.
5. Select Users from the Firm Users list

Add >

and click to assign users

—
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1
Step 5
L 7
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6. Select privileges from the Available

Privileges list and click  £dd-> |to

(@R CsA 573 - Maintain Groups

figy
Gooup Name [Sameh S s | | Ede Dinieen
Oescrpten  [Foarch Fumctionality
Aarign Users
FemUlsees Az Uz
Uit Harres [
(Seotie. Maroorct
ebon, warn
[ —

N o

_ 4 < Ragave
Atign Privieges
Boedabie Prrvdegres st Frrcdogess
Friviege B Friviege
Caouel Deslrns
Creats Desinginasnument J (et
Create Survey

J\mewmmm:zm - Ramage
cacton rantus

'4}’!:--@0&“&*’0
Pre- ..

|
I | |

assign privileges to the group.
7. Click DK
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F - Generate a licence usage report

System Managers can generate a licence usage report to show current or historic use within their own firm.

=]
1. Click to display the External

System Administration screen.
2. Select Licences | Licence Report.
Click Current or Date Range.

Enter the Start Date and End Date if
applicable.

5. Click Generate Hepu:urtl

6. Print or save the Licence Usage Report:

&2 Landonline - External System Administration — (ol x]
Fie Ed £ m ences  Window Help
=0 x
Step 4 [=I00=]
Firm |4 tarbotig ITavhuttumD'EDn%
eport Typ: Rl
@ Curent ¢ Date Range Start Date |

Licence Usage

Information 4

Firm Name Tarbottom O'Connor & Co

ed Time

Step 6
Step 5 5

=

D
E—— Cancel |

sl | )

. Prirlt . Start Date End Date
> Click = to print the —
Users Licence Usage
repo rt. Licence Type Userld User Name
eDealing Plus soconner Sarah O'Conner
> Click Savefs. |to save the
report to a location on your
computer. o o
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