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Administration Module

The Administration module allows the creation and management of Agent Desktop's users. It provides a
complete set of information regarding each user such as personal information, application's settings and
information privileges.

Roles

Agent Desktop Administration Module has two different administrative roles which handle different types
of application's users:

= Super User Administration Role — to manage Administration Users.
= User Administrator Role — to manage Applications Users.

The Super User Administration Role is associated to a unique account that manages all the
Administrator accounts. The login name and the password for this account are defined on the idt-struts-
config.xml file (Idapadmin, ldapadminpassword parameters) of the Agent Desktop’s distribution. The
Super User Administration account can create, retrieve, update and delete administration accounts.

The User Administrator Role is responsible for managing user accounts. An account using this role

can create, retrieve, update and delete user’s accounts. Unlike the Super User Administration account the
administrator accounts are not defined in any file, they are created using the Super Admin account.

Actions

The Agent Desktop Administration module includes an Action menu with 2 actions as quick links to logout
from Agent Desktop and sends emails as well.

Action Tools Help
Send Email
Logout

The Logout option finishes the current admin user session and exits Agent Desktop. The Send Email
option allows quick access to the default email program to send emails (i.e. MS Outlook).

Oracle Insurance Agent Desktop Administration Module User Guide Page 4



Tools

The Administrator module comes with the same options as the Agent Module; these are the Preferences
and My Profile screens.

Tools Help
Preferences

My Profile

These functionalities are explained below.
Preferences

The Preferences screen can be accessed by the Tools menu clicking the Preferences option.

In the Preferences screen you can define which columns are going to be displayed on the Users tab.
You can also establish the order for those columns.

In the 'User list column sequence' fields, you will find drop-down lists that represent columns on the User
tab. Each drop-down list provides a complete listing of all available columns for the User tab. Beginning
with the first drop-down list, you will start defining which columns appear from left to right.

el |f you would like to clear all selections from the lists, select 'not defined' from the first
I drop-down list. All other lists will change to 'not defined.' You can then begin making new
selections to define which columns you want to appear on the Cases or Clients tab.

To return the lists to the default setting, click 'Set to Default.'
To set your viewing preferences:

1. From the Tools dialog, select Preferences.

3 [Agent Deskiop] - Preferences
G [dt Wew Favorkes ook e

Microsoft Internet Explorer

CIBI&

Que- O W& G Pwwa Jorwns @ 35 R Ji
Ageress | 8] {_PREFLALNCES & « | B s
Agent Desktop Administrator | Preferences

© 2003-2006 Skywire Software. All rights reserves
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The Preferences screen appears with the User Settings tab displayed.

2. Inthe User summary drill-down sequence area of the screen, define the viewing order for Login
Name.

These selections define how data will be displayed on the User Summary tab.

3. Inthe User list column sequence, select which columns you would like displayed on the Users tab.
The order of your selections also determines the order of data columns on the Users tab. The top
selection will appear on the left side of the screen, followed by the other selections in descending
order.

User Settings

User summary drill-down sequence: [Set ko Default

User list column sequence: [Sek to Default
Login Name

Marne

Account Status
Created Date
Last Update Date

4. From the Items per Page list, select 5, 10, 15, or 20 as the number of records to display on the
Cases tab.

Items per Page:

5. Click Update.

Agent Desktop updates which columns display on the Cases tab per your selections.

My Profile

In the event that you would like to change your admin profile information, you can easily access the My
Profile screen from within Agent Desktop.

Only Admin users (no the Super Admin user) can change his profile. When changing a
N[@RE=N password, be sure to use a new password that hasn't been used before. You will not be
able to reuse old passwords.
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To modify your profile:
1. From the Tools dialog, select User Profile.

The User Profile appears.

2l [Agent Desktop] - User Setup - Microsoft Internet Explorer |ZHEHZ|

Eile Edit View Faworikes Tools  Help

eﬂack = \\_) @ @ (b pSearch *Favorites @ D’R' ; (I;_i% E I_J ﬂ

ks | € https: flocalhost]sgent/GAUSER_DETAILS.do7ANOTHERUSER=VEREDIRECT_TO_QUELE_URL=Idx users. jsp6REDIRECT_TO_QUEUE_ATTRS=% ¥ G0 Links

m Agent Desktop Administrator | Users

Action Tools Help "user Summary | Users | 1500 £ 5 users with Follow-ups

Please use at least 6 characters and a combination of latters and numbers.

* New Password: |

* Confirm New Password: |

Note: Do not include your password in a hint!
Password Hint: |abe +3threed

Personal Info
#Agency Mame: |ADMTE5T

* First Name: [Jahn

Middle Mame:
* Last Mame: |Cole:
PRINT DETAILS

* Address: [134

*City: [Beverly Hills

*Zip Code: 90210 - Set Citw/State For the 7ip Code] [Reset Address
* Email address: [test@testadmin.com Send Email

* Contact Phone: { 880 1|66 - 4646 Ext:

Account Activation:

Reason if Inactive/Declined:

Super Admin: adadmin © 2003-2006 Skywire Software. All rights reserved

é ‘d Local inkranet

2. Onthe Personal Info screen, you can make these changes:
= Type a new password in the password fields.
= Change your name and address information.
= Type a new email address or phone number.

3. After making any changes in these fields, click Update.

The Agent Desktop system updates your profile with the data you've just entered.

Microsoft Internet Explorer, |z|

! ': Profile updated !
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Users

The Administrator module comes with the same options as the Agent Module; these are the Preferences
There are several users functionalities that administrators can access. All of these functionalities are
available from the Users menu.

Help
MNew User

Re-Open Yiewed User »

Summary
Users

Users with Follow-ups

New Search

Open Search Criteria »
Remove Search Criteria »
Reports ... »

These functionalities are explained below.
New User

In order to create new users follow the next steps:

1. From the Users dialog, select New User

2l [Agent Desktop] - User, Setup - Microsoft Internet Explorer,

Fle Edit View Favorites Took Help

Qe - () B @ Lh pSEarEh ‘i\?FavnntEs & D?{- ; %3 =LA

Address ‘@ hittps:/flocalhost fagent/GAUSER_DETAILS, do?ACTIONCODE=NEWUSER. v| G0 Links >

m Agent Desktop Administrator | Users

Action Tools Help User Summary | Users ‘15055 5 Users with Follow-ups

Please use at least 6 (up to 10) characters and a combination of letters and, or numbers that starts with a latter.

* personal Login Mame: |

Please use at least 6 characters and a combination of letters and numbers.

* : »« .
Personal Info Password: | Confirm Password: |
Note: Do not include your password in a hintt

Password Hint: |

—I Agency Mame: |

* First Mame: |

Middle Mame:

* Last Mame: |

* Address: |

* City: |

* Zip Code: - Set Citw/State For the Zip Code] [Reset Address

* Email address: | Send Emal

* Contact Phane: { ) - Ext:

Account Activation: [

Reason if Inactive/Declined:

==

Super Admin: adadmin @ 2003-2006 Skywire Software. All rights reserved

é ‘ﬂ Local intranet

The New User screen appears with the Personal Info tab displayed.

2. Type all the information required such as Personal Login Name, Password, Password Hint, etc.
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The required fields are marked with an * before the field name.

3. Mark the ‘Account Activation’ field to active the account.

2 [Agent Deskiop] - User Setup - Microsoft Internet Explarer FER
Ble Ede Vew Fgwoetes Took  Help ]

O - O WG Pwwe drrewm @3- 5 R LE

geeerss (48] betpe: flacahostagent [GALISER_DETAILS. daPACTIONCODE sHEWLISER » B s ™

Agent Desktop

Administrator | Users

Pleas usn o loaad 6 (uge 1o 10) charachors wed o combination of beitars amd/ or members Ul slarls wilh o letler,

Plokts use 8 lasit 1 charactars snd & combinstion of lettars sad smmbare.

" Passernd [swnums *a [ssnass
Wt on mat inchuds you passward bn 3 biakt
Fassword Hek: [abeathrees

* oy Beverty Hlls
* Sate: | CA v
“2ocods: (80210 - || [Sel ChyfSiobe for the o Code] (Basek Addvers]
= Emad address: g Sored Emad
" cortact Phoee: (|02 ) a6 - JBT97 e |

oo Activation: [7]

Rssson # InsctvefDecred: |

© 2003-2006 Skywire Software. Al rights reserved

4. Click the Save.

Re-Open Viewed User

Agent Desktop allows administrators store the last users that they have reviewed. To access the list with
the last users reviewed go to Users menu and click Re-Open Viewed Users option.

Help User Summary | Users 1115

New User By RefMNo
Re-Open Yiewed User

+ [rstevens - Richard Stevens
marmstrong -- Michael Armstrong
pbutters -- Phillip Butters
rstevens -- Richard Stevens
Users with Follow-ups icain —- John P Cain

wroberts -- William Roberts

lagale -- Richard Gale

gsmith -- George Smith
jpatterson -- Joan Patterson
cvalentine -- Carl Yalentine

Summary
Users

New Search

TOSTEOTO TG

Id

Agency Mame:

=

The list of the last users reviewed is shown. To view user information click the desired user on the list.
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User Summary

The User Summary tab provides a summary view of users. In this screen you will find the number of
users grouped by Login Name that have Active/Inactive accounts.

< [Agent Desktop] - Users Summary - Microsoft Internet Explorer. |._HEWZ‘
Fle Edt View Favortes Toos Help [
\ Al o e 5 B
eaa(k - \ﬂ \E] p) | ) search < Favortes & B- & E—% = ’ij
iddress | @] httpss/ localhostiagent /GAUSER_SUMMARY. do?ONAPFIMIT=Y v B ke ”
. M A Agent Desktop Administrator | Users
Action Tools Help Usel 000 Y Users | User Details | Users with Follow-ups
Dptio BT | [ =stide Search options
Login Mame:
. LIS 22 2z 0 0
‘Flrsl Hame: i1 = = 0 5
c & 2 2 0
Last Name: n 10 ) 1 i
uE 3 3 0 0
Email: = F = 4 1 o
‘ LI 8 z 1 [1}
L} 13 13 1 0
Agency Name: e T i 7 7
| LI z 2 0 0
Account Status: L z z 0 0
Eor a— 5 : ; ;
Created Date Hp Z 2 0 0
L 1z 1 1 0
Last Update Date i = 2 @ i
=1 u e 15 L 0
L 4 2 1 0
LR 3 3 0 0
L 1 1 1 0
Ad 003-200 e Software. All rights reserved
&) 8 & Local intranet:

Each Login Name group in the list has a corresponding number of accounts related in the Accounts
column. When you select an accounts total, you access a list of users for the selected category.

Search Options tool
You can use the Search Options tool on the left side of the screen to narrow the scope of data you see on
the User Summary screen. For instance, if you only want to view case totals for the users with Last Name

Smith, then you type "Smith" on the "Last Name" field and click "Search." The results appear on the main
portion of the screen.
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Users

The Users tab displays a list of cases as accessed from the Case Summary tab. For example, if you
clicked "10" next to “A” Login Name group on the User Summary tab, then the Users tab would display
the ten cases that are associated with “A” Login Name group.

3 [Agent Desktop] - Users - Microsall Internet Explarer FE®
Ol [t Yew Fovorkes Took  Heb &

Que- Q[ @G| P oo @ -5 RELE

o55 |] ktgsiifocabostfagent JGAUSERS. do v Be e *

E Agent Desktop Administrator | Users

___ " IEMSFOUND: 5 Deimpmr Page: |5 % Pagmlol

Search Optians n
Lovain Narie:
. [ o o= N S S
F— 1 [] semsireng Ariel Amatrong At 00 LR E
30 Anthonry Wlack. et et trapf
L hiavre: 1[] aednn AL AT Aaive N TAR a0
[ E—— 477 sosbe Angel Pasker Bdtiow oTf3I007 s paofzoce

5[] s Alfred Wilyes At 0af20yz008 1001 2008

@ 2003- 2006 Skywire Software. All rights reserved

8 S Locd intrarmt

The Users tab screen offers several options for working with users data. You can do the following from
this screen:

= Sort data as desired. You can set sorting order either directly from this screen or from the
Preferences screen.

= Generate reports. You can use commands from the Users menu or the "Reports” drop-down list to
generate the Users Report.

= Access the User Details tab. To do so, click the number in the "User" column next to any user listing.

The User Details screen contains Personal Info, Agency Data Access, Follow-up(s) and Rename
Account tabs for a particular user.

Update User Information
In order to update user account information you have to follow these steps:

1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define
your search.

2. Click Search.

Created Date
Last Update Date

RESET SEARCH
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3. Click either the Login Name or the User number of the desire user.

3 [Agent Desklap] - User Setup - Microsoll Interel Explorer FE®
B £ Yew Fgertes Jook  Help &

O - O HRBAG Lwr s @ - LRELE

e | @] hitps:flocabmstiagentiGAUSER_DETALLS. doTANOTHERLISER = YWREDIRECT T0QUELE_LRLmichc_users. ispbREDIRECT_TO_QUEUE_ATTRS=%3FITEMIDENT % 0uateamov's v | [E] G0 Lok ™

m Agent Desktop Administrator | Users

on Tools (17000 Help

* Corfm New Fassword:

Péete: O et imbedde your pazsword m 2 bintt

Ay Name: |
* Frst Hame: [Eate
Pekdde Normn: |8
* Lt Naer: | Savite
* b | S35 Moo Rl Bl € Ske. 2
*car: [pansippony
* ;| welect o State ¥
* oo Lode: |08 [Set ChxiRabe for the Zio Code] [Reset Addeisl
‘Lmdd&ﬁs:w ‘o Emal
“Cosctptoce:([OF3 | jjsa - fuems k|

Acoount Actheation: [2]

Reason F insctre Dacknad:

The User Details screen appears with the Personal Info tab of the selected user displayed.
4. Onthe Personal Info screen, you can make these changes:

= Type a new password in the password fields.

= Change your name and address information.

= Type a new email address or phone number.

= Change the Account status (Active/lnactive)

5. After making any changes in these fields, click Update.

The Agent Desktop system updates your profile with the data you've just entered.

Microsoft Internet Explorer |z|

! : Profile updated 1

Activate/lnactivate an Account

In the event that you would like to activate/inactive a user account, you can easily do it by following the
next steps:

1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define
your search.

2. Click Search.

3. Click either the Login Name or the User number of the desire user.
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The User Details screen appears with the Personal Info tab of the selected user displayed.

4. Check or uncheck the Account Activation checkbox whether you want to active or inactivate the
user account respectively.

Note: If you want to inactivate a user account you have to add a reason in the Reason if
Inactive/Declined textbox.

3 [Agent Desklap] - User Setup - Microsoll Interel Explorer FE®
B £ Yew Fgertes Jook  Help &

Q- © M B G P frras @ 2- 5 AL E

L o & T T QUELE UL mich:_users. ispdREDIRECT_TO QUEUE_ATTRS=%IF ITEMIDENT % 0usbramovt | ] G0 Lids

@ Agent Desktop Administrator | Users

on Tools (17000 Help

e - " and
* New Passivoed:
* Corfm New Fassword:

Péete: O et imbedde your pazsword m 2 bintt

Ay Name: |
* Frst Hame: [Eate
Mk Narre: 8
* Lt Naer: | Savite
* b | S35 Moo Rl Bl € Ste. 2
gty

*cry:

TAILS

* Sate: | Selext a Stake ¥

* oo Lode: |08 [Set ChxiRabe for the Zio Code] [Reset Addeisl
‘MM”SIM ‘o Emal
“Cosctptoce:([OF3 | jjsa - fuems k|

Acerart Actheation: [5)

Resson F insctie/Decknad:

) 20032005 Skeywire Software. All right's reserved

5. Click Update

Unlock an Account

In the event that you would like to unlock a user account, you can easily do it following the next steps:

1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define
your search.

2. Click Search.
3. Click either the Login Name or the User number of the desire user.

The User Details screen appears with the Personal Info tab of the selected user displayed.
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4, Click Unlock Account

2 [Agent Desklop] - User Setup - Microsofl Internel Explorer
Bo B8 Yo Fyerdes ook el >

O - O HEAG Pmwo rroen @ 3-ZRAELH

e | DETALS 7710 QUELE LRt = users. pREDIRECT_TO_QUELE ATTRS=4% 3 ITEMIDENT % EJoo s

@ Agent Desktop Administrator | Users

on Tools (17000 Help

* Corfm New Fassword:

Péete: O et imbedde your pazsword m 2 bintt

Ay Name: |

* Frst Name: [Kate

Mk Narre: 8

* Lt Naer: | Savite

* b | S35 Moo Rl Bl € Ske. 2
gty

*cry:

* Sate: | Selext a Stake ¥
* oo Lode: |08 [Set ChxiRabe for the Zio Code] [Reset Addeisl
‘MNH;:M ‘o Emal
“Cosctptoce:([OF3 | jjsa - fuems k|

Acoount Actheation: [2]

Admin: adarrmin ) 20032005 Skeywire Software. All Fghts reserved

Reason f Insctive Dackned:

Remove an Active Session

In the event that you would like to remove a user active session, you can easily remove it by following the
next steps:

1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define
your search.

2. Click Search.
3. Click either the Login Name or the User number of the desire user.
The User Details screen appears with the Personal Info tab of the selected user displayed.

4. Click Remove Active User Session.
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2 [Agent Desklop] - User Setup - Microsofl Internel Explorer

Addmin: adacimin

o=

Be % Yow Fawetes

O HEG Pwe s @ - S RELE

=

T T QUELE UL mich:_users, ispdREDIRECT O (QUELE_ATTRS= % IF ITEMIDEN

CE®
i

wiv Elo s ™

i Toals (U000 Help

* Corfm New Fassword:

Administrator | Users

Péete: O et imbedde your pazsword m 2 bintt

Ay Name: |

* Frst Name: [Kate

Mekde Nosre: |§

* Lt M- |Savithy

* A m“ﬁ H L Sle. 7
[arsippony

*cry:

* Sate: | Selext a Stake ¥

* o Lode (0054 [Set ChxRabe for the T Code] (Reset Addeis]

* Lmad sddress:
*Coresctphoce: { (073 ) [sa8 - [1083 e

Acoount Actheation: [2]

ISRV AL TIV ISR 511 ST0M

‘Sond Emal

) 20032005 Skeywire Software. All Fghts reserved

5. Confirm the Session Removal

Users (Search)

Microsoft Internet Explorer

\ ? J Please confirm current Session removal For the user [ksmith].

In the left side of the Users Summary and Users tab screens you will find a Search Options panel.

Search Dptions

Login Mame:

SAVE =

First Name:

Last Mame:

Ernail:

Account Status:

| Seleck Status v |
Created Date [Reset]

After (MM{DDMY:

Before (MM/DD{YY )

Last Update Date

=

Oracle Insurance Agent Desktop Administration Module User Guide
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You can use the following fields to define your search criteria:

Login Name: Type the login name of the user or a portion of the login name.

First Name or Last Name: You can search for a user by just using the first name or the last name of
the user.

Email: If you know the email of the user type it here.
Agency Name: Type the name of the agency or a portion of the name.

Account Status: This drop-down list allows you to select user statuses for search criteria. If you would
like to clear your selection for this list, just select the "Select Status" item on the list.

Created Date: Enter a date range in the "After" and "Before" fields to define the date range of your
search. To conduct a search of all users created in March, for example, enter ‘March 1' in the After
field and 'March 31' in the Before field. Please note that these searches INCLUDE the dates you
enter in these fields.

Last Update Date: Enter a date range in the "After" and "Before" fields to define the date range of
your search. To conduct a search of all users that have been updated in March, for example, enter
'March 1' in the After field and 'March 31' in the Before field. Please note that these searches
INCLUDE the dates you enter in these fields.

Users with Follow-Ups

The Users with Follow-Ups tab screen provides a list of users that have follow-ups.

3 [Agent Desktop] - Users - Microsall Internet Explarer FE®
fle [k Yew Fovorkes Took Heb &

Que- O HRAG P gorecas @ 3- 5 RELIE

ks | ) Mt ocshurstfagent | GALISERS.do v Ba

fion Teals (1700 Help ‘st Sumumary (70 e Dot | Users with Follow-ups |

save g

Administrator | Users

< || ==
L[] e Greerdobyme Farker

&[0 ek Pl Serbar Active. a0l ooy

1) mhak Jobn Michaels #tive ORI 930200

A sk Harn: Black Bative Wf3I007 &8

[

0 2003-2006 Skoywire Software. Al rights reserved

8 S Locd intrarmt

Users details on the list can be accessed by clicking either in the User number or the Login Name
columns.
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Search Criterias

Agent Desktop offers you the opportunity to save your most frequently used search queries. Rather than
type in the same search criteria day after day, you can instead save the criteria and access it with one
click of the mouse. You can save up to 10 search queries and delete them at any time.

To save user search criteria:

1. Inthe Search Options tool on the left side of the screen, select search criteria.

Search Dptions -

Login Mame:

First Name:

Last Marne:
| Smith

Ernail:
|

Account Status:

Inactive A
Created Date [Reset
After (MM{DDYY):
| 01/01,/2007 =
Before (MM/DD{YY )
| 01/01/2008 E=-|

Last Update Date

2. Click Search.

The search results appear on the main portion of the screen.

3. Inthe Search Options tool on the left side of the screen, click ml at the top.
The Explorer User Prompt dialog appears.

4. Type a short description for the search criteria. You will use this description as a reference point in
the future. Your description may not be longer than 40 characters.

Explorer User Prompt

Soript Prompt; 0K

Please enter a short [up to 40 characters] Search Criteria description,

Be advised that you cannot store maore than 10 criteriaz at a time. Cancel

Inactive - 01/01/2007 - 01/01/2003

5. Click OK.

Your search criteria description now appears on The Users tab under Open Search Criteria.
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Help
MNew User

| Usel

Re-Open Viewed User

EMS FOUMND: 0 P

Summary

Items per Page: age 1 of 1

Users

Users with Follow-ups

New Search

Open Search Criteria

Inactive - 01/01/2007 - 01/01/2008 |

Remove Search Criteria

Reports ...

NOTE To remove a search criteria description, click the description
under "Remove Search Criteria" on the "Users" menu.

Help

| Usel

MNew User

Re-Open Yiewed User

EMS FOUMND: 0 P

Summary

Items per Page: age 1 of 1

Users

Users with Follow-ups

New Search

Open Search Criteria

Remove Search Criteria

Inactive - 01/01/2007 - 01/01/2008

Reports ...

Reports

Only Users reports are available for Agent Desktop Administration Module. These reports gather
administration user’s information for the Super Admin user or user’s information for Administrator.

User Reports

1. Open the desired list of users on which to report on the Users or Users with Follow-ups tabs.

2. Go tothe Users menu and then to the Reports option to select Users Report.

Help use
Re-Open VYiewed User »

TEMS FOUND: 5 Items per Page: _l _] f
Summary
Users with Follow-ups Ariel Amstrong Active
MNews Search Anthorey Black Active
Open Search Criteria » AD Administrator Active
Remowve Search Criteria bl anael Parker Active
Reports ... »| Users Report

A message appears notifying that the report is in progress.
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Microsoft Internet Explorer

'E Report is in progress.
.

In the meantime, vou can continue wour work with the application.

Sometimes the number of user to be included in the report is too
N[@RIEN big that it would take minutes to generate the report. In these
cases the next message will appear:

Microsoft Internet Explorer

P ) This queue is quite large (117 items total). 1t wil kake 2 whil to print it out entirely. Do you wan to proceed ?

N
Cancel

3. Click OK.
One of the following two actions can happen, depending upon the configuration of your browser:
A new window opens with the report in .rtf format. You can save and modify the report as desired.
OR

The File Download dialog appears.

File Download &
Do you want to open or save this file?

@ Mame: idx_users_repart,2008_10_16_10_27_32_S544.rtf
Type: Microsoft Wword Document
From: localhost

Open | [ Save | [_Concel |

[¥] Always ask befare opening this type of file

“wihile files from the Internet can be useful, some files can potentially
harm your computer. I you do not tust the source, do not open or
save this file. what's the risk?

Click Save to save the report to your computer.
The Save As dialog appears.
Select a name and location for this file on your computer and click Save.

The report is saved to your computer. You can now edit its contents as desired or send as an email
attachment.

After generating the report, you can email this report, edit its
IN[@FIN=H] text, insert your company logo in the header, or simply save the
report on your computer for future reference.
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	   Administration Module
	The Administration module allows the creation and management of Agent Desktop's users. It provides a complete set of information regarding each user such as personal information, application's settings and information privileges.
	Roles
	Agent Desktop Administration Module has two different administrative roles which handle different types of application's users:
	 Super User Administration Role – to manage Administration Users.
	 User Administrator Role – to manage Applications Users.
	The Super User Administration Role is associated to a unique account that manages all the Administrator accounts. The login name and the password for this account are defined on the idt-struts-config.xml file (ldapadmin, ldapadminpassword parameters) of the Agent Desktop’s distribution. The Super User Administration account can create, retrieve, update and delete administration accounts.
	The User Administrator Role is responsible for managing user accounts. An account using this role can create, retrieve, update and delete user’s accounts. Unlike the Super User Administration account the administrator accounts are not defined in any file, they are created using the Super Admin account.
	Actions
	The Agent Desktop Administration module includes an Action menu with 2 actions as quick links to logout from Agent Desktop and sends emails as well. 
	The Logout option finishes the current admin user session and exits Agent Desktop. The Send Email option allows quick access to the default email program to send emails (i.e. MS Outlook).
	Tools
	The Administrator module comes with the same options as the Agent Module; these are the Preferences and My Profile screens.
	These functionalities are explained below.
	Preferences

	The Preferences screen can be accessed by the Tools menu clicking the Preferences option.
	In the Preferences screen you can define which columns are going to be displayed on the Users tab. You can also establish the order for those columns.
	In the 'User list column sequence' fields, you will find drop-down lists that represent columns on the User tab. Each drop-down list provides a complete listing of all available columns for the User tab. Beginning with the first drop-down list, you will start defining which columns appear from left to right.
	TIP
	If you would like to clear all selections from the lists, select 'not defined' from the first drop-down list. All other lists will change to 'not defined.' You can then begin making new selections to define which columns you want to appear on the Cases or Clients tab.
	To return the lists to the default setting, click 'Set to Default.'
	To set your viewing preferences:
	1. From the Tools dialog, select Preferences.
	The Preferences screen appears with the User Settings tab displayed.
	2. In the User summary drill-down sequence area of the screen, define the viewing order for Login Name.
	These selections define how data will be displayed on the User Summary tab.
	3. In the User list column sequence, select which columns you would like displayed on the Users tab. The order of your selections also determines the order of data columns on the Users tab. The top selection will appear on the left side of the screen, followed by the other selections in descending order.
	4. From the Items per Page list, select 5, 10, 15, or 20 as the number of records to display on the Cases tab.
	5. Click Update.
	Agent Desktop updates which columns display on the Cases tab per your selections.
	My Profile

	In the event that you would like to change your admin profile information, you can easily access the My Profile screen from within Agent Desktop.
	NOTE
	Only Admin users (no the Super Admin user) can change his profile. When changing a password, be sure to use a new password that hasn't been used before. You will not be able to reuse old passwords.
	To modify your profile:
	1. From the Tools dialog, select User Profile.
	The User Profile appears.
	2. On the Personal Info screen, you can make these changes:
	 Type a new password in the password fields.
	 Change your name and address information.
	 Type a new email address or phone number.
	3. After making any changes in these fields, click Update.
	The Agent Desktop system updates your profile with the data you've just entered.
	Users
	The Administrator module comes with the same options as the Agent Module; these are the Preferences
	There are several users functionalities that administrators can access. All of these functionalities are available from the Users menu. 
	These functionalities are explained below.
	New User

	In order to create new users follow the next steps:
	1. From the Users dialog, select New User
	The New User screen appears with the Personal Info tab displayed.
	2. Type all the information required such as Personal Login Name, Password, Password Hint, etc. 
	NOTE
	The required fields are marked with an * before the field name.
	3. Mark the ‘Account Activation’ field to active the account.
	4. Click the Save.
	Re-Open Viewed User

	Agent Desktop allows administrators store the last users that they have reviewed. To access the list with the last users reviewed go to Users menu and click Re-Open Viewed Users option.
	The list of the last users reviewed is shown. To view user information click the desired user on the list.
	User Summary

	The User Summary tab provides a summary view of users. In this screen you will find the number of users grouped by Login Name that have Active/Inactive accounts.
	Each Login Name group in the list has a corresponding number of accounts related in the Accounts column. When you select an accounts total, you access a list of users for the selected category.
	Search Options tool
	You can use the Search Options tool on the left side of the screen to narrow the scope of data you see on the User Summary screen. For instance, if you only want to view case totals for the users with Last Name Smith, then you type "Smith" on the "Last Name" field and click "Search." The results appear on the main portion of the screen.
	Users

	The Users tab displays a list of cases as accessed from the Case Summary tab. For example, if you clicked "10" next to “A” Login Name group on the User Summary tab, then the Users tab would display the ten cases that are associated with “A” Login Name group.
	The Users tab screen offers several options for working with users data. You can do the following from this screen:
	 Sort data as desired. You can set sorting order either directly from this screen or from the Preferences screen. 
	 Generate reports. You can use commands from the Users menu or the "Reports" drop-down list to generate the Users Report.
	 Access the User Details tab. To do so, click the number in the "User" column next to any user listing. The User Details screen contains Personal Info, Agency Data Access, Follow-up(s) and Rename Account tabs for a particular user. 
	Update User Information

	In order to update user account information you have to follow these steps:
	1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define your search.
	2. Click Search.
	3. Click either the Login Name or the User number of the desire user.
	The User Details screen appears with the Personal Info tab of the selected user displayed.
	4. On the Personal Info screen, you can make these changes:
	 Type a new password in the password fields.
	 Change your name and address information.
	 Type a new email address or phone number.
	 Change the Account status (Active/Inactive)
	5. After making any changes in these fields, click Update.
	The Agent Desktop system updates your profile with the data you've just entered.
	Activate/Inactivate an Account

	In the event that you would like to activate/inactive a user account, you can easily do it by following the next steps:
	1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define your search.
	2. Click Search.
	3. Click either the Login Name or the User number of the desire user.
	The User Details screen appears with the Personal Info tab of the selected user displayed.
	4. Check or uncheck the Account Activation checkbox whether you want to active or inactivate the user account respectively.
	Note: If you want to inactivate a user account you have to add a reason in the Reason if Inactive/Declined textbox.
	5. Click Update
	Unlock an Account

	In the event that you would like to unlock a user account, you can easily do it following the next steps:
	1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define your search.
	2. Click Search.
	3. Click either the Login Name or the User number of the desire user.
	The User Details screen appears with the Personal Info tab of the selected user displayed.
	4. Click Unlock Account
	Remove an Active Session

	In the event that you would like to remove a user active session, you can easily remove it by following the next steps:
	1. On the Users tab, select either a Login Name or First Name on the Search Options tool to define your search.
	2. Click Search.
	3. Click either the Login Name or the User number of the desire user.
	The User Details screen appears with the Personal Info tab of the selected user displayed.
	4. Click Remove Active User Session.
	5. Confirm the Session Removal
	Users (Search)

	In the left side of the Users Summary and Users tab screens you will find a Search Options panel. 
	You can use the following fields to define your search criteria:
	 Login Name: Type the login name of the user or a portion of the login name.
	 First Name or Last Name: You can search for a user by just using the first name or the last name of the user.
	 Email: If you know the email of the user type it here.
	 Agency Name: Type the name of the agency or a portion of the name.
	 Account Status: This drop-down list allows you to select user statuses for search criteria. If you would like to clear your selection for this list, just select the "Select Status" item on the list.
	 Created Date: Enter a date range in the "After" and "Before" fields to define the date range of your search. To conduct a search of all users created in March, for example, enter 'March 1' in the After field and 'March 31' in the Before field. Please note that these searches INCLUDE the dates you enter in these fields.
	 Last Update Date: Enter a date range in the "After" and "Before" fields to define the date range of your search. To conduct a search of all users that have been updated in March, for example, enter 'March 1' in the After field and 'March 31' in the Before field. Please note that these searches INCLUDE the dates you enter in these fields.
	Users with Follow-Ups

	The Users with Follow-Ups tab screen provides a list of users that have follow-ups.
	Users details on the list can be accessed by clicking either in the User number or the Login Name columns. 
	Search Criterias 

	Agent Desktop offers you the opportunity to save your most frequently used search queries. Rather than type in the same search criteria day after day, you can instead save the criteria and access it with one click of the mouse. You can save up to 10 search queries and delete them at any time.
	To save user search criteria:
	1. In the Search Options tool on the left side of the screen, select search criteria.
	2. Click Search.
	The search results appear on the main portion of the screen.
	3. In the Search Options tool on the left side of the screen, click  at the top.
	The Explorer User Prompt dialog appears.
	4. Type a short description for the search criteria. You will use this description as a reference point in the future. Your description may not be longer than 40 characters.
	5. Click OK.
	Your search criteria description now appears on The Users tab under Open Search Criteria.
	NOTE
	To remove a search criteria description, click the description under "Remove Search Criteria" on the "Users" menu.
	Reports
	Only Users reports are available for Agent Desktop Administration Module. These reports gather administration user’s information for the Super Admin user or user’s information for Administrator.
	User Reports

	1. Open the desired list of users on which to report on the Users or Users with Follow-ups tabs.
	2. Go to the Users menu and then to the Reports option to select Users Report.
	A message appears notifying that the report is in progress.
	NOTE
	Sometimes the number of user to be included in the report is too big that it would take minutes to generate the report. In these cases the next message will appear:
	3. Click OK.
	One of the following two actions can happen, depending upon the configuration of your browser:
	A new window opens with the report in .rtf format. You can save and modify the report as desired.
	OR
	The File Download dialog appears.
	Click Save to save the report to your computer.
	The Save As dialog appears.
	Select a name and location for this file on your computer and click Save.
	The report is saved to your computer. You can now edit its contents as desired or send as an email attachment.
	NOTE
	After generating the report, you can email this report, edit its text, insert your company logo in the header, or simply save the report on your computer for future reference.
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