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Agenda

1User Management

2User Groups

3Adding New Technicians

4Deactivating Technicians

5Text Management

6Form Attributes

7Demo



User Management



User Roles
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Admin – Super Users Only
Can add new ADMIN level users

User – Most common Role
Flexible, fits all needs
Everyday Admins to Technicians
to Read-only access

Requestor –
May submit Requests, no other access

Technician – Very limited role
Access only to assigned WO

Contractor –
Limited to Work Orders assigned to them

User Management



License Seats & Session Timeout
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Admin > Client Info > Preferences Tab - Users that forget to logout can’t hog license seats
- 10 minutes to 2 hours (120 min)
- Limited Licenses? Lower the timeout.

User Management



URL Login
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User Management

Login as the User
- Verify User access
- Analyse & correct issues
- Edit or reassign any Private or No Edit 

queries

Prerequisite
- Must be enabled in Client Info - 
Preferences



Granting Rights – Denial vs Not Determined
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User Management

Denied / None
- Supersedes all other determinations

Not Determined
- No access unless granted from 
somewhere else



Preferences Tab
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User Management



Preferences Tab
User Management



Preferences Tab - Privileges
User Management 



Window Access
User Management 



Window Access
User Management 



NOTE: 
When adding new 
Buildings, Facilities, or 
higher-level locations, 
access must be 
Granted or Users will 
not see the new spaces.

Data Access
User Management 



Data Access – Repair Centers
User Management 



Repair Centers Tab
Who can view this Record

Data Access – Repair Centers
User Management 

Data Access Tab
What RC’s they can see



Data Access – Repair Centers
User Management 



Data Access – Repair Centers
User Management 



Data Access
User Management 



Defaults
User Management 



• “Add Tab” to include additional 

boards

• View and Edit checkboxes

• Arrows rearrange the order in 

which tabs appear

My Dashboard tab
User Management 



•  

Things to consider with Group Management

• Types of User Groups

• Benefits of using Groups

• Documentation

Admin > User Management > Groups

User Groups
User Management 



Group Types

• DA – Data Access

• WA – Window Access

• PS – Position Based Access

• WH – Warehouse Access

• DB – Dashboard Access

Window Access

Position based

Consider the bare minimum for the User’s needs

Use Not Determined instead of None

Grant Window Access ONLY

Create WA group for Key Management, Mobile 
Access, etc.

Stack Groups to provide tailored access

Group Types
User Management 



User Groups – Best Practices

Group Types

• DA – Data Access

• WA – Window Access

• PS – Position Based Access

• WH – Warehouse Access

• DB – Dashboard Access

Add-On Groups

Warehouses

Dashboards

Key Management

Materials Management

Mobile Access

Stack ‘em up!



Adding a New Technician

Technician Record

Organization >

 Repair Center >

  Technician



Technician Record
+ Add

• ID – Badge #, Employee ID, etc.
• First/Last Name, Shift
• Charge Rate – For calculating 

Labor Costs
• Can use a general amount

like 20 or 30
• Supervisor + Trades = Landing 

Page 

Adding a New Technician



Trades Grid
• Required
• Can add multiple 

Supervised Techs
• Aids Supervisors in seeing 

their crews’ work loads

Adding a New Technician



HR Tab
• DL information
• Emergency Info!!!

Repair Centers
• Required

Save !

Adding a New Technician



Creating and Linking a User
Adding Technicians

• Open the Action Menu

• Click the User Account link

• Click OK



Creating the User
Adding Technicians

• Name and initials are 
pre-filled

• Update the Login ID 
and password

• Email 

• Role 

• Technician

• Repair Centers tab



User – Groups Tab
Adding Technicians

Groups tab

• DA Group

• WA Group 
(or PS Group)

• Additional special 
groups (optional)



Reassign Work Orders w/ Scheduling Tool

Reassign PM’s w/ Batch PM Update

Deactivate the Technician Record

Deactivate the User Record and remove additional licenses

Deactivating Technicians
User Management

01

02
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04



Reassign WOs with Scheduler
User Management



Reassign WOs with Scheduler
User Management



• Navigate to:

• Admin > Batch PM Update

Reassign PMs with Batch PM Update
Deactivating Technicians



Reassign PMs with Batch PM Update
Deactivating Technicians



Reassign PMs with Batch PM Update
Deactivating Technicians



Organization > Repair Center > Technician

• Edit
• Deactivate
• Save

Deactivating Technician
Deactivating Technicians



• Edit
• Deactivate
• Remove licenses
• Save

Admin > User Management > Record

Deactivating Technician
Deactivating Technicians



• Grant Access to Text Management

• Update nomenclature to fit your 
organization

• Verify which pages should see this 
change

Text Management
Deactivating Technicians



• Search for the Form 
(Window) 
and Text to Replace

• Then click Search

Replacing Text
Text Management



• Search for the Form 
(Window) 
and Text to Replace

• Then click Search

Replacing Text
Text Management



Text Management

Searching ALL windows?
• Leave Form Name 

blank

Only want to view existing 
customized text?
• Check the “Only Search 

Custom Text” box

Want to revert Custom 
Text to default?
• Select a line with 

Custom Text and click 
“Clear Custom Text”



• Customize base windows
• Require fields
• Hide fields
• Add UDFs

 

• Affects the page for ALL users!

System Forms
Form Attributes



Pages
Form Attributes



System Forms - Grids



System Forms – Action Menu



System Forms – User Defined Fields



Custom Form Attributes

• Creates a Copy of an existing page, to 
make changes

• Forms based on User Type

• Restrict Access to certain tabs

• UDFs must be created on the System 
Form, but can be hidden



Custom Form Attributes



Custom Form Attributes



Admin as a Service

• Data Input
• Data Assessments and Cleanup
• Training
• Custom Dashboards
• Query creation
• Help with Reports
• System Admin (Entering WO, 

writing/scheduling PM’s, User 
Management, etc.)



WebTMA Demo & Q&A



Thank you
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