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How to Setup Users in Rest Professional

Overview

In Rest Professional you have the ability to add, search, modify or make a user inactive, define
level of security, change passwords, modify portfolio options and setup outlook synchronisation
etc. You will require the highest security level in Rest Professional to add, modify or make a

user inactive.

This document will cover:

e How to Add a New User
e How to Modify or View an Existing User

e How to Make a User Inactive

How to Add a New User

1. Go to Files > User

2. Click on Add Mode-F4
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3. Complete all details on the General Tab:

e Initials — This field only requires 2 characters, this is how you will identify this user on
ledgers and this must be unique to each user.

e First Name — Enter up to 14 characters for the first name of the user

e Last Name — Enter up to 14 characters for the surname of the user

e Full Name - If this user is a property manager, the full name may be used as a merge
field in Letter Writing.

e Telephone Numbers — Enter all relevant numbers for the use

e E-mail Address - Enter the Email address for this user

e Location — If you have more than one office, enter the name of the branch or location



e Add Photo — This will show on the owner and tenant portals if the option is selected.
The photo must be 150 pixels height x 100 pixels width and be saved as a JPEG. The

file must not exceed 200KB.

4. Complete all details on the User Profile Tab:

User Details |E|
Initials Active | ﬂ
FirstNamelmark | Last Mame |Kent |

Full namne | Clark Kent |

General  User Profile l Lagin Elpticunsl Partfalio .&ccessl

Pazzwaord |:|

Security Level
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Add Mode - F4
Cutlook, Sunchronization %
Sync REST Contacts for | All Property Managers ~ Search - F7
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e Password — Enter up to 6 characters for the password. This must be unique
e Security Level — There must be at least one user with full security i.e.

Statistics/Company Details/Passwords and above



e System See the below table:

Look only/Diary Enguire on owner, properbes, tenants etc. and access the deary.
Look and Print / Diary Enquire on gwner, properties, tenants etc., print reports and
access the diary
ReceipisinvoicesBankingRepairs’ | Process receipls, enter tenant invoices and propery repairs, run
Wizards the: banking and nun tenant wizards. Modify action and
conversation diary items.
Tenant Update & above Add and modify tenants
Receipt Cancellation & abowve Cancel receipls.
Disbursements/Cancellations Post disbursements and all cancellations.
All Files Mamienance & above Add new owners, properties, tenants ele. Modify property
information. Modify non-senstive owner and tenant infarmabion.
Maintain sensitive data Delete owner, properties, tenants and action & conversation diary
items, Modify owner payment detads, tenant pasd to dates, tenant
credits
JoumnalsEOM Wizard Fies Update | Post jowrnals access the end of month wizard and file update.
& above
Statstics'Company Details Full Access. Run the statishcs report, access company details
Passwords & above and access passwords.

e Sales See the below table:

Mone The user has no access to sales information.

Look Only The user may enquire on sales information by may not
modify sales information and may not process any sales
transactions

Look and Print Enguire on Sales and Solicitors, prnt reports and access the
diary.

Receipts & Above Frocess Sale Receipts and add or modify sales and solicitor
details.

All Files Maintenance The user has full access to all sales information and

and above ransaclion processing.

e Property Manager - Tick this check box, if the user is a property manager.
e Other Managers - Rest allows you to have up to 3 additional different types of property
managers associated with a property. These Other Managers can be set up in the

system options (i.e. Other > Utilities > System Options > Descriptions)

Principal / Directar [_]
Property Manager [

Other Manager o

T —

Senzitive Change Motification  [Repairz

Wieb Advertizing Contact Ett Clerk
Toalbar Wiew | Property Management i |

e Salesperson — Tick this check box, if the user is a Salesperson



NOTE: A user can be set up as a Property Manager or Other manager as well as a
Salesperson in Rest.

¢ Sensitive Change Notification - When you select this option, every time an operator
changes owner and creditor payment details Rest sends an email, advising of the
changes, to the e-mail address of the designated user. (SMTP settings must be active

e Web Advertising Contact - If you are using Web Advertising tick this check box to
establish the user as an advertising contact. You may then attach the user to a property
so that it is uploaded to the web as the contact for that property.

e Domain Contact ID - If you are setup to upload to Domain, your Domain Contact ID
can be entered here and your information and photo form the User info will generate
through to Domain.

¢ Print Letters/Export Data — Select the security level in which the user should be able to
export data

Security Level

System | Sratistics/Company Details/Pazswards & above e

Frint Letters &
Expart Data

tanage Templates ¥ above e

MHone
Sales

Print Letters / Mail Merge
Export Data & above
Manage Templates & above

e Outlook Synchronisation — This will allow users to synchronise their diaries and
contacts directly from Rest to Microsoft Outlook. Select from the drop down list:
o Portfolio This option is available for Property Managers only and synchronises
only contacts that are assigned to that Property Manager
o All — Will synchronise all rest contacts
e Sync Rest Diary — Tick the box if you would like to sync the Rest diary and outlook

calendar. This option is only available for property managers

5. Complete all details on the Login Options Tab:
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Fent review
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e Portfolio Check: Display Portfolio Check on Login — If this is checked, the portfolio

check will display when the user logs in

e Diary, Tenancy Tasks and Property Tasks - Check boxes can be selected depending

on what you would like to show on the users portfolio check

e Activity List:

o Display Activity List on Login - If this is checked, a list of the most used

functions will display when the user logs on

o Auto Update with Recent Functions — When selected, the order of the list is

updated on log in to reflect the function you use most

e Click OK-F12 to save details




6. Complete the Portfolio Access Tab if required:

r& Uzer Details @
Initials Active | QI

First Name | Clark Last Mame | K ant |

Full namne | Clark Kent |

Yiew additional Users' Portfolio Check
Firgt Mame | Lagt M ame M anager Type | [«]
Billy Gates Lett Clerk, [«]
Buzz Lightyear Repairz [«]
FRASER S alesperson [«]
Lex Luthor Froperty Manager [«]
Loiz Lane Froperty Manager [«]
b ary Contrany [«] x
Mirnie Moucher BOM [«] Canicel - ESC
THORPE S alesperson [«] D
Clear - F2
Delete - F3
Add Mode - F4
Search - F7
Ok -F12

By selecting the check boxes in the Portfolio Tab, it will allow this user to view other users
Portfolio Check.

How to Modify or View an Existing User
1. Go to Files > User
2. Click on Search-F7. A list of users will be displayed

3. Select the required user and the user details will be displayed



4. Modify the details as required

5. Click OK - F12 to save the User

How to Make a User Inactive

1. Go to Files > User

2. Click on Search-F7. A list of users will be displayed

3. Select the required user and the user details will be displayed.

4. Click the Active button and the User Activity Status screen will appear

P

’f; Uzer Details

Initials

Active

First Mame | Lais

| Last Mame | Lane

Full narne | Laiz Lare

Contact

Ditect | 9574 4165

b obile E

Email E

Lacation E

General | Uszer Profile | Laogit Elpticunsl Portfolio Access |

After Hours |: 2o User Activity Status

Change uszer activity status

Achive

e

Date of lagt change

041113

Active I

Ok
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Cancel - ESC

Clear - F2

Add Mode - F4

Search - F7
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5. Select Inactive from the drop down list and click OK
6. Click OK-F12 in the User Details screen

7. A message will display confirming the change of status. Click Yes

Change of activity status

You have changed the status of this User from Active to
Inactive.

Ensure you have printed all property reports required for this
LISET,

Are you sure you want to do this?

8. The Move User Portfolio screen will display if the user is:

e Assigned as a Property Manager against Properties

e A Job Manager against Property Maintenance Jobs

e Assigned to incomplete Diary Items

e A Web Advertising Contact against Properties or Sales

e A Listing or Selling Salesperson against Active Sales

Mowve User Portfolio

Select a uzer ko manage Loig's portfalio,

Froperty Manager

Lex [L=]
UNaALLOCATED

] Cancel



9. Select User from each drop down list and click OK.

10. A confirmation box will appear to confirm the changes you are making

User Details >

You have selected to make the following changes,
click "OK to continue

Move Lois's property portfolio to Clark

oK Cancel

11. Click OK to confirm and make the user inactive

NOTE: Changes made to the security level, active status or portfolio against a user will
appear on the File Changes Report.
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