Dealer Admin Setup

2 Simonton AccuQuote

I] File | Tools | Search  Help

User Preferences..,
= My Favorites...
MNew te Qo
Message Management...
Upload Quotes...
- PK Management...
i Quote Import/Export... R
View Workflow Queue
Installation Charges
Quote [ User Management...
Customer Management...
Change Password...
Connectivity Tests...
Opticns...
2 User Management (Current User: nd-adrnin) ? X
Options  Global Permission Change
User name: | | Search
Full name: | |
Group membership: w
Active User
Users Inactive User (Hidden)
Usemame Full Name Company Mame
nd-admin Nick Dunn Simorton

If you are a Dealer Admin, you User Management
Screen will have the options to Add and Delete,
along with Edit and Refresh. You will see your
name here, where you can highlight and select
edit to modify and changes. Additionally, if you
select refresh, you will see all members under
your “administration”

e To Remove user, Edit Name and Check
Inactive Box.

e To Add user, select Add, then follow
instructions below

i e




Adding a New User

1. General Tab
a. Create user name — typically first initial of their first name and full last name.

i. Ex: Nick Dunn = ndunn

b. Create personalized password and confirm

i.  You can push the expiration date of your password out to your desired date

c. Add User First Name and Last Name

d. Add Email — This will be used for the “Forgot Password” option on login screen

&2 Create User

- I =

General |Customers Compan}rl Pemissions

Username;

Password:

First Mame:
Last Mame:
Phone:

Maobile Phone:
Fax:

E-mail:

Contractor/Job

Confirm Passwaord:

Fassword expires:

Markup Entry Type:

Create New User Name

Create Personal Password

Confirm Password

[ Thursday . March 08 2018 -

Add First & Last Name

Must add Email

Default Customer:

l *)

You will come back to this option later

Address1:

Address2:

City:

State:

Zip:

Min Markup Pct:

Max Markup Pet:

Min Markup Amt;
Max Markup &mt;
Default Sales Person:

Integration |1D:

Custom Field 1:
Custom Field 2:
Custom Field 3:
Custom Field 4:

Custom Field 5:

Submit H Cancel




2. Customers Tab - Move company name from “Available Customers” over to “Associated
Customers”

§2 Create User - | =

General | Customers | Company | Permissions

Associated Customers Avwvailable Customers

Your Location will appear here as an available
customer and you need to move it over to the
"associated customer” side

Inactive Cusfomers
Active Customers

Submit | [  Cancel




3. Company Tab — Add Branch Information

a. Name = Branch Location

-
&2 Create User

|Genem| | Customers | Company | Pemissions

Mame:

Address1:

Address2:
Address3:
City:
State:

Zip:
Phone:
Fax:

E-mail:

4. Permissions Tab

7 Create User

| General ICustomers Company | Permissions

Associated Permissions

Available Permissions

AddorEditQuotePrintHeaders
AddSideBySide

Allow Archive Search

Allow PrintingOf PendingOrders
AllowQuote Discounts
Calculate DPRatings
CanChangeProjectGrid Display
CanCreate Templates
CanEditCompanylntegration|d1
CanEditCustomerPrice
CanEditTemplates
CanlnputCustomPrepay

Full SefManagement
Setuplser

m. | »
3

back to user once it is removed.

Brand associations
Allow all brands

(") denotes that the permission cannot be given

Group:

[Dealer VI

Simaonton

’ Copy Other User's Security... ]

e  Dealer = Standard Order Entry options but CANNOT
Add/Delete users.

e  Dealer Admin = Same as dealer but CAN Add/Delete users

e Dealer No Cost = Allowed to Quote/Order but CANNOT see
branch cost (rarely used)

o  Dealer No Order = Ability to quote, see cost BUT CANNOT

Order

Submit | [ Cancel




2 Create User

General CustomersICompany Pemmissions

Username:
Password:
Confirm Password:
Password expires:
First Name:

Last Name:

Phone:

Mabile Phane:
Fax:

E-mail:
Contractor/Job

Markup Entry Type:

March

08, 2018

-

Default Customer:

Address1:
Address2:

City:

State:

Zip:

Min Markup Pct:
Max Markup Pct:
Min Markup Amt:
Max Markup Ami:

Default Sales Person:

Integration (D

Custom Field 1:
Custom Field 2:
Custom Field 3:
Custom Field 4:

Custom Field 5:

Submit

Cancel

Select your location as the Default Customer ... Then CLICK SUBMIT




Setting a User Inactive

e Goto Tools/User Management/Check Refresh/Highlight the Name you want to remove/Select
Edit/Uncheck the Active Box.
&2 Edit User O X

General Customers Company Pemissions Cuote Headers

Username: |r1d-admin | Address1: | |
Password: rrmm— | Address2: | |
Confirm Password: e | City: | |
Password expires: |E| Monday |, September 9, 2019 - | State: | |
First Name: [Niek | Zip: | |
Last Name: |D|.|nr1 | Min Markup Pct: |D |
Phone: | | Max Markup Pet: |D |
Meobile Phone: | | Min Markup Amt: |D |
Fax: | | Max Markup Amt: [0 |
E-mail: |nick dunn@simonton.com | Default Sales Person: v
Contractor/Job
Markup Entry Type: Momal ~

Integration 1D:

Custom Field 1:
Default Customer: (INT) Product Training-WV - TRAINZ ~ Custom Field 2:

Custom Field 4:

| |
| |
| |
Custom Field 2: | |
| |
Custom Field &: | |

Submit Cancel




