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Inactive Users

REST Professional version 11.5 introduced Active and Inactive status to User Details. All Users are set to
Active in the version 11.5 upgrade.

Users can be set as inactive at any time, if the user is a Property Manager, Web Advertising Contact, has
incomplete diary items, Property Maintenance Jobs or is a Salesperson the ability to move the portfolios to
another User is available. Moving an Other Managers portfolio can be completed using Global changes.

Inactive Status

It is recommended that users are setup as inactive after a files update and a backup is processed before
the status change.

To set a User as Inactive:

Select Files > User.

Click Search - F7.

Search for and display the appropriate User.

Click the Active button. The User Activity Status screen displays.
Select Inactive from the drop down list.

User Activity Status ﬁ

- N

Change user activity status

llnantive - |

0K | | Cancel |
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6. Click OK on User Details, the Active button becomes Inactive.
7. Click OK - F12 to save the User as Inactive. A message displays confirming the change of status.
8. Click Yes. The Move User Portfolio screen displays.

The Move User Portfolio screen displays when the user being set as inactive is:

¢ Assigned as a Property Manager against Properties.

A Job Manager against Property Maintenance Jobs.
The Assigned to against Incomplete Diary Items.

A Web Advertising Contact against Properties or Sales.



e |s a Listing or Selling Salesperson against Active Sales.

[ Move User Portfolio 1| Move User Portfolio
Select a user to manage Lex's portfolio. Select a user to manage James's portfolio.
Property Manager ll:lalk (CK) - | Incomplete Diary Items lLDis LL) - |
Advertizing Contact IEIalk (CK) - ] Listing Salesperson lLuis (LL) - ]
Incomplete Diary ltems [l:lalk (CK) -] Selling Salesperson [Luis (LU v ]
[ 0K ] [ Cancel l [ 0K ] [ Cancel ]
.

9. Select the User to move each Portfolio to from the drop down lists.

Properties and Maintenance Jobs can be moved to active Property Managers.

Incomplete Diary items can be assigned to another active users. The user remains as the
Assigned To on complete diary items.

Property and Sale Web Advertising Contacts can be assigned to Active Users set as Web
Advertising Contacts.

Listing and Selling Salespeople can remain assigned to the inactive User or assigned to
another active Salesperson.

10. Click OK, a message displays confirming your selection.
11. Click OK. The portfolios are moved, the user’s password is removed and the user is set as Inactive.

Inactive Users

After a User has been made Inactive in REST you will be able to search, report and reactivate their status
to Active if required. Inactive Users assigned to Diary Items or Sales display in red.

To display an Inactive User:

1. Select Files > User.

2. Click Search - F7.

3. Select All Users from the Display active or inactive Users drop down list. Inactive Users display in
red.
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+ User Search

Bily (BG)

Buzz lightyear (BL)
Clark, Kent [CK)

Lex Luthor (L)

Lois Lane [LL)

Mary [MC)

Minnie moucher (MM)

Display active or inactive Users

Enter a name or partial name to search

Al Files Maintenance & above
Receipt Cancellation & above

Statistice/Company Details/Passwords & above
Statistics/Company Details/Passwords & above
Statistics/Company Detals/Passwords & above
Joumnals/EOM Wizard/Files Update & above

Statistics/Company Detals/Passwords & above

All Users

[tems found: 9

Lett Clerk

Repairs

Property Manager
Salesperzon/Property
Froperty Manager

Property Manager

|

ok | | Concel |

4. Select the Inactive User.

5. Click OK. The Inactive User displays.
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i User Details

e | o

First Mame | | ey Last Name | | ythor

Full name | ey | uthor

[ General| User Profile | Login Options |

Contact
Direct
After Hours
4
Mobile | p414 918 732 _IJ #Add Photo
Email |z w(@rockend com.au g Cancel - ESC
Location U
Clear - F2
E.
Delete - F3
Add Mode - F4
S|
Search-F7

Reporting with Inactive Users

Property and Other Managers
When a Manager is marked as inactive you can only report by manager for the months that Manager was
active. For example if Clark was a property manager assigned to properties in January, February and March

and his status was set as Inactive in April.

¢ You would be able to view reports by Manager Clark in January, February and March.

Selection Advanced
Manth to Print  January v | 2010 v Manager Clark [CK] - PM v

e You wouldn’t be able to view reports by Manager Clark in April.



Selection Advanced

Manth ta Print | apil v || 2010 v b anager
Billy (B3] - Lett Clerk
Buzz [BL) - Repairz
Luis [LL] - P
[UNALLOCATED)
Diary List

When a user is made inactive, incomplete Diary items are moved to the selected user. Completed Diary
items remain Assigned to the Inactive User.

To display an Inactive User’'s Completed Diary Items:

Select Other > Diary List

Select the Include Completed checkbox

Select the Another User radio button.

Select the Incl Inactive checkbox.

Select the Inactive User from the drop down list.
Select the Period required

Click Refresh



kg Diiary List

Start Date/Time  ~ |Type |Assigned to

26012014 0200 AN File Mote Clark Kent Meet Carne Bradshawe at 25 Lavender 5t at 10am

2500/201 4 0% 00 AR File Mote Clark Kent Called and spoke to carne Bradshaw., | have adwvise Crwmer ERADSHAW
25/01/2014 0200 AM1  |[NNISRHEREREENN Clari Kent Repair broksn shower rose in main bathroom COMPLE Property  MANRK3Z
2501/2014 090D AR File Mote Clark Kent Tenant refund - LOCELEAR 1570110 - 2150110 Rent Tenant L KLEAR,

Lelection Cnteria

Fil Penod
[] Achons requred oy IF?b [ j"':'
[+ Include complet=d Al

. &l b Al [rcdude releked (17 daw
ﬁ.isl;lncdlu Alha _— (11 week
el =l (11 month
! :: Iniy pours Fropeibes 71 2 mandhks
& For nthers by po Tenants (1 Sielest
i®) Anolhel wser (o) e nactie it F
(I Manage Hr rom [oiaoiAson =
'||i|-!,. '-=||||.I|_|.. Ta
Clark Keni [Ck] L
Salespeople

You can only individually report by active Salespeople, to report on Sales that are assigned Inactive
Salespeople select All in the Salesperson report option.

Selection Advanced

Month to Print | Current W Group W

@Al Status ‘AII W
() Range Start at Alpha Index S alesperson ‘ Al "

Finizh at Alpha Index
FromDate ToDate Mone SortByDate

() Select Folowup |_/ / ||/ / | [ [
Settlement |_j_,i_ ) []

O
Exchange |, + | | _/ 4 [ o
]

Incl. Completed/F allen Owver

Global Changes

The Global Changes has been enhanced to now allow changes to Web Advertising Contact, Incomplete
Diary Items, Property Maintenance Jobs and Listing and Selling Salespeople in addition to the existing
options for Property and Other Managers.

You must have the highest REST security level (Statistics/Company Details/Passwords & Above) to process
a Global Change. It is recommended that a backup is completed of your REST database before processing
a global change.

To process a Global Change:

1. Select Other > Utilities > Global Changes.
2. Click OK to confirm a current backup has been processed. Backups can be processed from File >



Archive > Backup.
3. Click the Move Portfolio tab.

B Global changes

GST settings
Move Partfolio

Miscellaneous | Fees and charges| Action/Diary | Bulk Status Update |

Select the User to change from and to then click Change.
from to

[] Change Property Manager
[ ] Change BDO

[ ] Chanage Repairs

[ ] Change Lett Clerk

[ ] Change Advertising Contact
[ ] Change Listing 5 alesperson
[ ] Change Selling Salesperson
[ ] Change Diary Items

[ ] Change Maintenance Jobs

Y. |
Change

" Cancel-ESC |

=

4. Select the checkbox against the types you would like to globally change.

5. Select a User to move the From and To.

6. Click the Change button, a confirmation message displays.

7. Click OK, a message displays detailing the portfolios that have been moved.
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