
iFastrack v8.09 Tutorial
System Maintenance

This tutorial provides an overview of the iFastrack System Maintenance Section including 
adding Companies and Users, setting User access rights and Program defaults.



Maintenance Selections

The Maintenance Menu provides access to three maintenance activities:

• Data Maintenance – Build cc Lists, Insurance Rqmt Categories and fields, Groups, Services

• System Maintenance – Enter Program Defaults, Companies, Users and Access Rights

• System Utilities – View Audit Log, Import/Export Data

Select System Maintenance.



Enter System Controls

System Maintenance is used to set Program default values, enter Users access rights and company 
level data.



Program Setup

iFastrack comes with several default setup values which can be changed. Days Between Letters 
is the number of days from when a letter is printed before it reappears to be printed as a reminder 
letter. Days Prior to Expiration is the number of days from today for selecting insurance policies 
soon to expire. If emailing insurance follow-up letters, the default email subject and body text can 
be changed. Sql Time Out is the number of seconds before sql tasks timeout. This may need to 
be increased for large databases or slower servers to allow certain functions to complete.

The company License Key is provided at time of purchase and entered during the first iFastrack 
access into an Activation box. If additional company licenses are purchased, a new key is 
provided and entered here.



Users Screen

The Users screen lists each User setup for access to iFastrack. Users can be added, edited and 
deleted from this screen. The User Home Page is the page the user accesses upon login and 
from the Home link at the top of each page.



Users – Add Screen

When adding a new user, the User Name and Password is required. If the User will be sending 
emails from the system (i.e. emailing insurance follow-up letters), an email address must be entered. 
You can select which screen appears first when a user logs into iFastrack from the User Home Page 
list (default is the main menu). The Home button at the top of each screen will go to the user’s 
designated home page. Note: be sure to add the user to the company access list (see Company 
Access in System Maintenance). Edit User record, select the Active Company for login and assign 
the Access Rights.



Users – Edit Screen
Part 1 – General Information

The User Edit screen has two parts on the same screen. In Part 1, change general information about 
the user. Click the Change Password button to access the Password screen. The Active Company 
drop down box lists all the companies the user has been assigned rights to access (see Company 
Access for assigning user’s access to more than one company for multiple company level licenses). 
Select the company the user accesses when logging in. You can also select which screen appears 
first when a user logs into iFastrack from the User Home Page list (default is the main menu). The 
Home button on the top of each screen will bring the user to this page from anywhere in the software.



Users – Edit Screen
Part 2 – Assign Access Rights

Part 2 of the User Edit screen is for assigning system Access Level rights. A user can have multiple 
access rights. Add each access right for the user. Access rights apply to all Companies levels assigned 
to the user.

.



Users – Edit Screen
Part 3 – Assign Company Access Rights

Part 3 of the User Edit screen is for assigning Company Access Level rights. The user must be given 
access to at least one company level, but can have access to multiple company levels (only applies if 
multiple company levels were purchased as part of the software license). This can also be done in the 
Company Access screen.

.



Company Data Screen

The Company Data screen lists all company levels entered for the system. Note: the iFastrack license 
comes with one company level. Additional company levels can be purchased at any time. Vendor data is 
maintained within a Company Level and User access can be restricted by Company. Companies can be 
added, edited and deleted from this screen. 



Company Data – Add/Edit Screen

Although Company Name is the only required field, the company address and contact information is 
printed on the insurance follow-up letters and should be filled out based on who should receive the 
insurance certificates within the company. This information can be overridden at the Group level (see 
Groups in the Data Maintenance section). The letter and envelope templates should also be selected for 
printing insurance follow-up letters. If a new template is created in the Letters section, the new template 
must be selected in this screen. If monitoring A.M. Best Ratings, select the minimum acceptable rating 
here.

.



Company Access – User List

The Company Access User List screen shows all users and the companies they have been given rights 
to access. Add or delete users from this screen.



Company Access – Add User

To give a user access to a company, select the user and company from the drop down boxes.

.



End of

Tutorial


