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2 User Administer

1 Welcome

User Administer is where you configure access privileges for all users of Move Administer and
additional modules.

1.1 Login

Welcome to User Administer

Flease enter ywour login details to continue, You have a
maximum of 3 atkempts. IF you have forgotten your
password then contack wour supervisat,

iy sername: | Johnmy
Passwiord; ek
[ Laain ] [ Close
Fields:
Username User's login name.
Password User's password.
Controls:
Login Login to User Administer.
Close Close window.
1.2 Application Frame

You navigate the application frame by selecting the appropriate menu item from across the top of
the frame, with each menu dropping down it's own submenu.

Quick access is provided to the most popular menu items by means of a toolbar button.
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Menu Items:
File

Edit

Reports
Window

Help

Toolbar Buttons:

a2

Contains file commands.
Contains edit commands.
Contains report commands.
Contains window commands.
Contains help commands.

Browse users.

Browse groups.
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File Menu

2 File Menu

Users, ..
araups...

Ezxit

Menu Items:

Users... Open user file.
Groups... Open group file.

Exit Exit User Administer.
2.1 Users

This is where you browse, insert, open and delete users.

Topics include:
Browse Users
Update User
Select Group

2.1.1 Browse Users

8 Users g

|sername Iritials | Jaob Title Surveyor | Passward Dake | Login Date | Failu
Tan 117 Managing Director Mo Qi03/2006 9032006 :
Io | Office Manager Yes 10/03/2006 100312006
shaun S Sales Person Yes Q032006  9f03/2006
Timn T5 Sales Person Yes 7I03/2006  Fi03/2006

Controls:

Locator Locate user.

Insert Insert user.

Open Open the highlighted user.

Delete Delete the highlighted user.

Close Close window.

Xplore features are available from this browse.

© 2005 Administer Software Limited, all rights reserved.



6 User Administer

TIP

A '+' symbol identifies that a user has been deleted from User Administer, but rather than being physically
deleted it is merely hidden away, which maintains referential integrity of data and allows you to undelete at a

later date. To physically delete the user choose to delete the user again.

2.1.2 Update User
- -
8 Jo - User
General |Access
User Groups
Jo Myles Groups
Initials: M Sl
) Operations
Job kitle: Office Manager v
Mobile:
Ernail: jo@administerremovals,co.uk
Suryewar
sernarme: Jo
Password: e
Created on: 10/03f2006 3 |Friday
Lask login: 10032006 :3: Friday
Failures since: 35
[ Locked out
Save ] [ Close ]

User Fields:

Group Controls:

Insert
Delete

Full name... Name of user.

Initials Initials of user.

Job title Job title.

Mobile Mobile telephone number.

Email Email address.

Surveyor User performs surveying duties.
Username Username.

Password Password.

Created on Date password was created.

Last login Date of last successful login.

Failures since Failure count since last successful login.
Locked out User is locked out (usually set when incorrect password has been

entered 3 times).

Insert a group to the user.
Delete the highlighted group from the user.
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File Menu 7
-
8 Jo - User
General | Access
Privileges
Areas A ser | Group | Door 4'\
Accounking J J “Bccount on hold' checkbox
Agents *u'" Account defaulk options
Appainkments \u-” Allacating credits to debits
Carporate 4 Alkernative account details
Crate Hire & audi ackiviey
Cuskomer *u'" Sodit reports
Cpkions: Accounking \u-” Bank. details
Cptions: Crate Hire J J Confidential nokes
Options: Defaulks \u"{ Creditfdebit card information
Options: International *u'" Credit/debit card mandates
Cptions: Irnventary «u"' Direct debit mandates —
Cptions: Miscellaneous *u'" Hide and unhide ackivity
Options: Removals {f Invoices and credit notes arant Al
Options: Self Storage \.!'" Issue late pavment charges on invoices
Cptions: Statistical *u'" Journals debits and credits
Options: Skorage wl| [2] % [[a |
Save ] [ Close ]

Access Controls:

Grant
Clear
Deny
Grant All
Clear All
Deny All

Save
Close

Grant access to the highlighted door.
Clear access from the highlighted door.
Deny access to the highlighted door.

Grant access to all the doors for the highlighted area.
Clear access from all the doors for the highlighted area.
Deny access to all the doors for the highlighted area.

Close window and save any changes you have made.

Close window.
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8 User Administer

2.1.3 Select Group

4 Groups

)OS

araup

SAdministratar

Operations
Sales

Controls:
Locator

Select

Close

2.2 Groups

This is where you browse, insert, open and delete groups.

Locate group.

Select the highlighted group.

Close window.

A group is a collection of users. For example, you can create a sales group and setup the privileges
for that group. When a user is assigned to that group the user takes on the group's priviledges,
although you can override these.

Topics include:
Browse Groups

Update Group
Select User
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File Menu 9
2.2.1 Browse Groups
= |
4 Groups g i
araup
Administrakor
Operations
Sales
Cpen
Delete
Controls:
Locator Locate group.
Insert Insert group.
Open Open the highlighted group.
Delete Delete the highlighted group.
Close Close window.
Xplore features are available from this browse.
2.2.2 Update Group
(i e
43 p dministrator - Group
Group Privileges
Group: | Administrator Area e
Users Accounting =
Usernarne P.genFs
1o Appointments [v
Access | Door [A
#? ‘Account on hold' checkbox
4 Account default options
{,? allocating credits ko debits
' 4 Alternative account details [§
&  audit activity
' 4 Audit reports
Delete ] ] i | [ 3 ][v Clear Al
[ save | [ Clase ]
Group Fields:
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10 User Administer

Group Group name.

Member Controls:

Insert Insert a user to the group.

Delete Delete the highlighted user from the group.

Access Controls:

Grant Grant access to the highlighted door.

Clear Clear access from the highlighted door.

Grant All Grant access to all the doors for the highlighted area.
Clear All Clear access from all the doors for the highlighted area.
Save Close window and save any changes you have made.
Close Close window.

2.2.3 Select User

r& Users g

Isername A
Tan '
Ja
Shaun
Tim

v]

Controls:

Locator Locate user.

Select Select the highlighted user.
Close Close window.

© 2005 Administer Software Limited, all rights reserved.



Administer

To have charge of; manage

Part




12 User Administer

3 Edit Menu

Cuk Chrle
Copy  Chrl4+C
Paste Ctrl4+y

Menu Items:

Cut Removes the current selection and copies it to the clipboard (Ctrl+X).
Copy Copies the current selection to the clipboard (Ctrl+C).
Paste Inserts the items you have copied or cut from the clipboard into the

selected area (Ctrl+V).
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14 User Administer

sers by Group,..
sers by Aiccess, .

Groups by Access, .
Prinkt Setup...

Menu Items:
Users by Group...

Users by Access...
Groups by Access...

Print Setup...

Reports Menu

Users by group report.
Users by access report.

Groups by access report.

Setup printer.
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16 User Administer

5 Window Menu

Tile
Cascade
arrange Icons

Menu Items:

Tile Make all open windows visible.
Cascase Stack all open windows.
Arrange Icons Align all window icons.
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18 User Administer

6 Help Men

Contents and Index Fl
Skype Support
Impork Doors

File Infarmation. ..
Systemn Information
about User Adminisker

Menu Items:
Contents and Index
Skype Support

Import Doors

File Information...
System Information
About User Administer

u

View the contents and index of the help file (F1).
Call support using Skype.

Import doors.
File information.
System information.

About User Administer.

6.1 File Information

-

& File Information

.

X

Fil=
t{f AccountingDef aulks
3 Ackivicy
o Activieydudit
-c{f Agent
t{f AgentContact
-{f AgentCorrespondence
</ AgentPDF
-c{f AgentSubcontrack
-{f Appointment

b i

{ .

Records | Filename ad
1 C:\Pragram Files!
125189 :\Program Filesh
169092 :\Program Files!
4 C:\Program Filesh
Z C\Program Filesh
0 Z:\Program Filesh
0 :\Program Filesh
0 C:\Program Filesh
15068 C:\Program Files

(2]

Taqg All
nkag Al

Build

Relzase
Freshen

Info

Creake

=)

File Information Controls:
Tag All

Untag All

Build

Pack

Release

Freshen

Info

Create

Close

Tag all files.
Untag all files

Build keys for all tagged files.

Pack all tagged files.

Release any held records in tagged files.
Freshen all tagged files.
Retrieve information about each tagged file.
Create any non-existent tagged files.

Close window.
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Help Menu

6.2 System Information

4 System Information

General | Modules

Sysbem

Windows Mersion Mame: Win XP 5. 1,2600 Service Pack 2
Machine Marme: TOSHIER

Jzer Mame: Richard

Video

Resolution: 1440:900, 32 bit

Dirive (o))
Capacity: 57,223 MB
Awvailable: 20,082 MB

RaM
Total: 523,244 Bytes

Used: 405,525 Bytes
Free: 117,716 Bytes

Folders

Windows: CWIRDOWS

Program Files;  C\Program Files

Temparary: CADOCUME~ 1Richard\LOCALS~ 1 Temp!,

My Documents: CiDocuments and SetkingsiRichardiMy Documents

Svnchronisation

Local Path: C\Program FilesiMove Adminisker
met Path:  C\Program Files\Move AdminiskerSync

System Information.

19
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20 User Administer

:;9 System Information

General | Modules

Module Local Yersion Sync Yersion E
cefm3.dil =
ca0fex, dll 3,83,0
ca0mem::, di )|
ca0net:. dl 3.29
ce0offx.di 1,90,0,0
ca0rur, dil 6,200,9047
iquernl.dl 1,0,10,907
w0, dll
racchorm.dll 0,0,0,290
maccount, dil 0,0,0,1479
magent, dil 0,0,0,475
mbal. dl 0,0,0,222
mbsen.dl 0,0,0,139
rncarmrmon.dll 0,0,0,695
mcorp.dll 0,0,0,665
mcrewsh, dll 0,0,0,461
rncusk, dil 0,0,0,1260
mdiary . dll 0,0,0,627
renguiry, dil 0,0,0,212
mervent, dil 0,0,0,241
mfiles.dll 0,0,0,877
u oo g (2]

=

Module Information.

Controls:

A
II

o

Close

Email system information to support.

Close window.
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Help Menu

6.3 About User Administer

-

¥ About User Administer

=,

Product

User Adminisker

Yersion 0,0,0,471

Copyright (b 2005-2008, Administer Software Limited
Licenced to: Administer Removals Limited

ki User Swskem

Contacting Administer Software Limited

PO Box 149 Sales: 0845 4305901
Bordon Suppork: 0845 430 8902
Hampshire Fax: 0345 430 5903
GUES OYE

Sales:  sales@administersoftware, co.uk
Support: supporb@adriniskersafbware, oo, Uk,
Websike: www, administersoftware,co,uk

>

Controls:
Close Close window.

21
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Appendix 23

7 Appendix

Topics include:
Browsing

Locator

Xplore
Updating

Check Full Name
Miscellaneous

Skype

7.1 Browsing

Browsing features.

Topics include:

Locator

Xplore

7.1.1 Locator

You can locate a record quickly by either selecting the locator field and typing

the required value to locate for the chosen listbox column. When you tab out of the field the browse
will locate that record. Or, select the listbox control and simply start typing. Upon each key press
the browse will locate a record of the value typed so far. The locator field displays what has been
typed.

7.1.2 Xplore

Xplore features can be obtained by right clicking on the listbox control.

Insert
Open
Delete

adjust All Calurmn Widths

Filter r
Sork on Username

Colurmn »
Listhox Properties. ..

Hide Colurmn

Resel Listbox Properties
Oukbpuk L4
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User Administer

Add Filker of {Username=Johnny)

Add Filker of {Usernames~=Johnny)

add Filker of {Username <Johnny)
add Filker of (Username =Jobnny)
add = to Filker Expression

Iser Filker,

Reset Filter

Maove Left

Mowve Right

YWidth

Header Text

v Left Justify Daka
Cenker Juskify Data
Right Juskify Daka

v Left Justify Header
Center Juskify Header
Right Justify Header

v Resize
Border

Colours, .,
Liskbio

Line Height. .,

Faonk...

Graph on User performs surveying dukies

Print Al
Prinkt Page

Export bo ASCIT (expart, C5W)
Expart bo HTML (export, HTR)

7.2

Updating

Updating features.

Topics include:
Check Full Name

7.2.1

Check Full Name

Check Full Name pops up when you either press the button or enter an ambiguous name
that cannot be split into Title, Forename and Surname fields AND the checkbox 'Show this again

when name is incomplete or unclear' is checked.
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Appendix 25

Check Full Mame

Marne
-
Title Mr Pl

Forename: |James

Surmame: | Sharpe

Show this again when name is incomplete or unclear

7.3 Miscellaneous

Miscellanous features.

Topics include:

Skype

7.3.1 Skype
|
J .

Skype is a free program that uses the latest P2P (cutting edge p2p technology) technology to bring
affordable and high-quality voice communications to people all over the world. Skype is available to
download at www.skype.com.

© 2005 Administer Software Limited, all rights reserved.
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