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

* Maintenance m

Data Maintenance
System Maintenance) »p

The Maintenance Menu provides access to three maintenance activities:
» Data Maintenance — Build cc Lists, Insurance Rgmt 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

¥ Maintenance m

Data Maintenance

. "ﬁﬁﬁrstem Maintenance ngrmn Setup

- HSystem Utilities P Users
Company Data
Company Access
View A.M. Best Data

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



Program Setup

Days Between Letters (30
Days Prior to Expiration |45

Certificate of Inzurance - Nen compliance

Follow-up Email Subject Line

Attached iz a letter indicating any non-compliance izsues - Please read

Follow-up Email Body Text

Sql Time Out  |200

Company Licensed To GG-One Software, Inc
License Count 1000

License Key is Validl
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SLZU

License Key

Ualidaielﬂep

ol byl o s riomongscher

intas the Licenss Key box
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 reap?ears 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

System Users

User Name IAII Vl
Active Company |Fk|| v|
i_-"i * L‘:‘ -'.& wd | 4 | [1 of 1.| @ |l 7 Items |257 /| Page | Go |
|:|. User Hame . Active Company . Title Department . User Home Page i.ast Login Date
%ﬂ?}{ [[]| sddlettersdata | GG-One Software, Inc itain Menu AR010 504 AM
@, [ »|[]| addprint GG-One Software, Inc ain Menu AMEE010 822 AM

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

Add System User

* Usar Name |SS|:IE|I:|E

* Password |--l-'

First Name |EEIT|

Last Name |5|:|E|I:|e

Title |In5urann::& Anahyst

Email |sspade@_abccu.cum

(Required for emailing letters]

Department |

User Home Page | ** Pleaze Select ™ F;
= Please Seiect
| Certificate Search
| Bocument Search
save | | Cancet | |Msin Menu

I"\Fendar | iztinn

When adding a new user, the User Name and Password is required. If the User will be sending
emails from the SKstem (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 ﬁsee 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

Edit User

User Name |55|}E|I:IE

First Name |EHIT|

Last Name |Epad& Title |Insuranc&Anar'_.rst

Email |EEDEHE@_EDCCD.CDI‘I‘I Department |

Active Company i GG-0One Software, Inc V|

User Home Page ! I4ain KMenu V!

Access Levels i,CDmpanvﬂmes,s |

Access Levels
i “4 |17 of 1| kP 1 Items||25 { Page | Go

Access Level

2| Maint - Data : Access Data Maintenance - Add/EdivDelete v |

Save | [-Cancel | | -Change Password |

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

Access Levels |i Company Access |

Access Levels
J b =4 4|1 of 1| kP 3 Items||2h { Page | Go

Access Level

X | Maint - Data : Access Data Maintenance - Add/EditDelete v

X |‘-.-'En1fr|:|r - Wendor - Add/EditDelete; Print Reports Vi

X | Letters - Print ; Print follow-up letters including reprint’zessions % |

Part 2 of the User Edit screen is for assigning system Access Level rights. A user can have multiple
accr(]ass 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

Access Levels J Company Access

Company Access

I-l B D «d 4|1 aof 1| » |pe 2 Items | [25 [/ P=ge| Go

Company

X IGG—Dn& Software, Inc % |

X | Holly Fielas v

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 corqjﬁany 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

Companies

Company Name | V|

Companies Used: 3 Awvailable to Add: 57

o ; [ “d | o |1 of 1| b Fk 2 Ttems|[25 / Page| Ga
&

|:| Company Hame . Contact . Title . Letter . Emrelc.:l.pefLahel
'%EL[_T] |:| GG-0ne Software, Inc Insurance Manager | Default Follow-up Letier Default Envelope
'“’%E'—L:] ¥ []| Holly Fields Holly Fields Letter Template | Default Envelope
':%ELI:J > |:| Milies Marzhmallows Insurance Manager | Windor Old Avery 5160 Address Label

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

* Company Nama |GG-EIne Software, Inc

Address 1 |104 Richardsons Brook Dr.

Address 2 |

City |K5nnett Square

State/Prov |F‘A ZIP Code |1§3-ﬂi3

Country |

eqi (555) 123-4567 ; (555) 123-4567

=g
510-444-5944 Fax [610-444-2024

Phone

Signature |F‘h‘_.l'||i3 Recca

Tite |In3u rance Manager 3

Email |precca@ggunesuﬂware.cum

| Default Follow-up Letter v |
Letter sSojedt |efter to be used for printing Company wide Follow-up Letters

You can owerride this at the Group l=vel by sslecting s Follow-up Letter in Groups.

Envelope/Label iDEfﬂurt.El'l'.'El.l:.ll:le ;|

|
Min Acceptable A.M. Best Rating I[-C\- il

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

] = Company Access User List

User ! Al V|
Company I&l V|

0¥ %G % 4 4|1 of 1| [Pl 14 Items|[25 ! Page | Go
_E User Company
> |:| addlstter=sdata Gi3-0ne Software, Inc
XD gddprint GG-0ne Software, Inc
XD addprint Millies Marshmallowsz
}{. |:| Adminiztratar GG-0ne Software; Inc
> [[]| Gene GG-0ne Software, Inc
> |:| iohnr GG-0ne Software, Inc
> |:| johnr Milies Marshmaliows
> []| ishnr Holly Fields

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

— B Add Company Access

*User |~ Plass Select™ v |

* Company | "ﬂ*|

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



End of
Tutorial



