2013-404 - How to Maintain User Logons

Overview:

This document will discuss the maintenance of ‘Users’ that need to logon to OPTO. The company
Representative/Administrator is required to setup ALL users with the appropriate User Name (number),
logon password, security settings, and if required an individual employee password.

Firstly, there needs to be a clear understanding of the difference between a USER password and an
Employee password, due to OPTO having two purposes that require a password. The USER password is
used to logon to OPTO, and an individual employee password to access restricted functions within OPTO.
This individual employee password is used where the user encounters a password red field.

HOME  CONTACTS | RESOURCES | INVENTORY ~ QUOTES  PURCHASING ~ ORDERS  JOBS/SCHEDULING

D E 3y Copy 74 il Workeenter Efficiency (y] [/ Employee Management (D) Show Employee
3 cut & [ View WC Totals &3 SPrint Clock Times
New Save = New/Edit New/Edit |
[Paste Workcenter @ View WC Capacity Employee [ Job Batch
Clipboard Norkcentre 5 Employees
X Employee [ @ ==
EmpNe:  Employee Name or Sumame: Given Name: Middle Name: Initial:  Current Shift:
[ - | [sones | [Ropert IE [ ] [swine
Details | More Info Security Emp Sched Pictures Notes QMS | — Individual employee password
Group Pos: | 10 [ AoMminisTRATION ] Is Activ
Emp Start Date: [ 26/02/10 | | 10037 Sales Team: | - Lunch - Auto
[smoko - Auto USER password to Log-on
Position: | Managing pirector |
Mutti On Only / Multi On & Off
Acting |
e -— | Rounding
| Password: [ee ] |Dw [1 - || company one | [JRound 15 Min - = < Login- OPTO Mmu'ad“ﬁm.‘omam
["]Web Despatch
n Day —<-| EayStan | Stdstat | StdFinish | LateFinish | ->>- | Break | NormTime | OverTime
1 MONDAY 5 00:00:00 07:00:00 15:06:00 00:00:00 5 3.00 Clgo p1°
2 TUESDAY 5 00:00:00 0T7:00:00 15:06:00 00:00:00 5 50 7.60 3.00 software
3 WEDNESDAY 5 000000 070000 15:06:00 0xon00 5 s0 760 300
4 THURSDAY 5 00:00:00 07:00:00 15:06:00 00:00:00 5 50 760 3.00
5 FRIDAY 5 00:00:00 07:00:00 15:06:00 00:00:00 5 50 7.60 3.00 OPTO Manufacturing Sgftware
6 SATURDAY 0 00:00:00 00:00:00 00:00:00 00:00:00 0 00 00 00
7 SUNDAY 0 00:00:00 00:00:00 00:00:00 00:00:00 0 00 00 00 Username: USERT
1 Bellbird Court Email Office: | fones@itmsystems.com.au | -
Mt Cotton, QLD, 4165
SMITP P: ] Cancel
Email Prvate: |
[]SubCont Supplier ~ Phone No: | 3300 6368 Mobile No: | 0417075 152 |

The ‘Employee Details’ record serves to identify and record the details of a particular employee. Over time
employees will come and go, but due to records linked to that employee’s number stored in history within
the OPTO system, employee numbers cannot be re-used. However User logons are limited to the number
of licences a client has, so they are recycled in relation to employee movements. A single User logon and its
password may be used by a number of employees, but the Employee password is exclusive to that
employee.

The ‘User Manager’ feature enables the user to see how many user logons are available and a particular
user’s information and Security Policies. The ‘User Manager’ feature is located within the Administrator tab
in the Opto Ribbon.
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