faxback 022 - IPMS - maintain users in IPMS.doc

Date Modified:  05/15/06

From Client Care at IPM-Software, Inc.



To ________________________________

Phone 1-800-944-5572






Fax 1-713-944-2554





     ________________________________

Email Support@ipm-software.net

Fax Back Answers to Frequently Asked Questions

From our initial contact, we believe your situation can be resolved with a few standard directions.  As there is sometimes a delay speaking with a Client Care Associate, we hope this document will provide the directions you need to resolve your problem.  Please consider these directions as our first attempt to answer your need for assistance.  Once you have followed the steps listed here we trust your problem will be resolved.  

Subject:       How to Add, Edit, or Delete Users from IPMS
To add a new user:

1. Go to Utilities > System Maintenance > User Security > Enter / Edit Users
2. The existing list of users is displayed in Select User window
3. Press U to insert a new user.

4. Enter the following

i. User Name –This will be the user’s login id
ii. Access Level – Access level 9 gives full access (lower number, lower access)
iii. Full Name – Full User Name
iv. Password – Enter user password (can be blank)  IS CASE SENSITIVE
v. E through the remaining fields

5. When finished, you will see the new entry added as a user under  Select User 
6. X Back to the Utilities menu
7. Select Utilities > Printer Setup > Current User Setup
8. Note the printer or printers installed on the right  __________________________________

9. Hit X once

10. Select Setup All Users, highlight and E on user entered under #4 above
11. From the Master List of printers, select the printer that matches the one you noted above.  Highlight it and press E to move it to the right side of the screen, and hit  )
12. The printer is listed under Select Printer
13. Press E on the printer.  If there is more than one, select the one you use the most.

14. Enter to Default Printer and set it to “Y” (if it isn’t already)

15. Press ) to save

16. Press X 4 times to leave the printer setup
17. Exit the program and log back in as the new user with the password entered in 4(iv) above.  Remember, the password is case sensitive.  
18. Do a test print of a Ledger Card or some other report you are use to running.  Make sure the printer works.

Edit an existing user:

1. Go to Utilities > System Maintenance > User Security > Enter / Edit Users 
2. Highlight and E on user you need to edit
3. Make whatever changes are needed then hit ) to save your changes

Delete an existing user:

1. Go to Utilities > System Maintenance > User Security > Enter / Edit Users 
2. Highlight and = on user you need to edit

NOTE:  If the solution above solves the issue you are encountering, please e-mail the Client Care Dept. at support@ipm-software.net.  If there is another issue please call 1-800-944-5572 or check out our Web site at www.IPM-Software.net for other Frequently Asked Questions.  Just click on Technical Support then click on TRACSMail FAQ’s or 2.0.1.B.


