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SEH Client Access Point — Technical Support

For assistance with technical questions and/or issues regarding the applications on
the SEH Client Access Point, we offer product support Monday through Friday, 7:00
a.m. to 5:00 p.m. (CST), excluding major holidays.

Support is available via e-mail or phone at 612.333.2123.

If a support technician is not available at the time of your call, please leave a
message on voicemail.

When sending an e-mail or leaving a voicemail, be sure to include your name,
contact information, the application you are using, and a brief description of the
guestion and/or issue you are inquiring about.

Be sure and check the FAQ page for answers to Frequently Asked Questions. Our
support technicians will update this page regularly with questions submitted by other
users.

For content-specific assistance with any of the Client Access Point applications, feel
free to contact the appropriate staff person identified on the Contact Us page.
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Getting Started

Administration is a feature within your SEH website that lets the Client Administrator add users,
change passwords, control permissions, and maintain contact information. Individual users can
alsologinto change their own password.

Logging in to the Administration tab

The Administration tab is available when you log in to your SEH client site. Tolog into the
Administration tab:

1. Open your web-browser on acomputer.

2. Inthe address field, enter the web address for your SEH client site.

3.  Onthe Welcome page, click the Client Login link.

4. Onthelogin page, enter your user name and password.

5. Click the Administration tab.

See the following sections for more information about the Administration module:

= Client Administrator: Quick Start Reference on page 7
and Administration tab on page 9.

=  SEH Administrator: See SEH Administrator Addendum for the Administration Module (a
separate document).

Getting Started | page 5
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What is on the Computer Screen?

The image below shows the main parts of the Administration computer interface. For more
detailed information, see the description of each page in later sections of this document.

Log out

Administration

tab =
SEH Client Access Point
Applileation PermiTrack-ESC Vata rline Administration
tabs

Users

Links —fEdit User Change Password

View User
Yiew user information.

User Information

User Name: Joige
Status: Active
First Mame: Uszer Last Name: Washington
Titde: User Acct. Type: User

Contact Information

Address 1: 600 M First Avenue
Address 2: Suite 710C

City: Minneapolis State: MM Fip: 55403
EMail: test@example.cam
Primary Phone: Secondary Phone:
Fax:
Button : Done |

|

Log Out
Click the Log Out link to close the application and log out of the website.

Administration Tab

Click the Administration tab to go to the Administration module. Use this module to change your
password [for all users] or set up users and contacts [for the administrator only].

Application tabs

The application tabs take you to your SEH Client Access Point applications or modules. For
example, click the PermiTrack-M $4 tab to begin working with your storm water records.

Note: The tabs available depend on the application used at your organization or company. Y ou
may not have all of the tabs displayed or mentioned in this guide.

Links
The links across the top of each page let you set edit existing items, create new records, or go to a
different view.

Button

At the bottom of the page, you generally find a button for saving your changes or canceling
without saving. The pages showing lists of items generally do not include buttons.

page 6 | Getting Started
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Quick Start Reference

The following procedures take you through some of your common tasks. For more detailed
information on the pages and fields on those pages, see the sections of this document that follow.

Adding a User

If anew employee joins your organization, create auser account through the Administration
module:

1

o ~ w N

© © N o

11.
12.

Log into the Client Access Point.
(See Logging in to the Administration tab on page 5 for more detailed information.)

Click the Administration tab in the row of tabs near the top of the page.

Onthe View Client page (on page 9), click the Userstab.

On the User List page (on page 17), click the New User link just below the row of tabs.
On the Create User page (on page 18), record the person’ s name and address.

Select User from the Account Type drop down list.

Give the person access to Permi Track-M $4 by selecting the check box.

Click the Create User button to save your changes.

On the View User page (on page 20), click the Change Password link below the row of tabs.

. On the Change Password page, (on page 22), enter a new password for the user and retype it

in the Confirm Password field.
Click the Change Password button to save your changes.

Give the user their new login user name [displayed on the View User page (on page 20)], and
the password that you just assigned.

Changing a User’s Password

If auser has forgotten their password or you need to change it for security reasons, you can reset
or change a user’s password:

1

Log in to the Client Access Point.
(See Logging in to the Administration tab on page 5 for more detailed information.)

Click the Administration tab in the row of tabs near the top of the page.

Onthe View Client page (on page 9), click the Users tab.

Quick Start Reference | page 7
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Onthe User List View page (on page 17), click on the user’ s namein thelist.
On the View User page (on page 20), click the Change Password link.
On the Change Password page (on page 22), enter the user’s old password and new password.

Click the Change Password button to save your changes.

The user will use this new password the next time they log in.

Add a Contact

Thelist of contacts is availabl e through the Permi Track-M $4 application, and can be used for
reference.

1

o >~ w DN

o

Log in to the Client Access Point.
(See Logging in to the Administration tab on page 5 for more detailed information.)

Click the Administration tab in the row of tabs near the top of the page.
On the View Client page (on page 9), click the Contacts tab.
On the Contact List page (on page 27), click the New Contact link under the row of tabs.

On the Create Contact page (on page 28), record the contact’ s organi zation, address, and
phone.

Select the contact’ stype in the Contact Type section near the bottom of the screen.

Click the Create Contact button to save your changes.

page 8 | Quick Start Reference
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Administration tab

The Administration application is used to:

= Set up accounts for the people who use your SEH applications.

= Record contact information that may be displayed in other applications.
Opening page

When you login in to the SEH Client Access Point, it opensto one of your organization’s
application pages. To administer your site's account, click the Administration tab in the upper

part of the screen.

SEH Client Access Point

PermiTrack-M54 PermiTrack-ESC CrataView COnline Adrninistration
Plan FReports
Craate Select
Select an existing plan from the list and click Submit to make it your active Plan.
||P|ease Select a Plan.., V|

Figure 1. Opening page

View Client page
Onthe Client View page, you can review your client information, including your organization’s
contact information and the SEH applications you use. From this page, use the links above the
information sections to edit the client information, or click the tabs to setup users or contact

people.

The View Client page opens when you click the Administration tab on the opening page (above).

Administration tab | page 9
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Permilrack .
Admiinistration

Clients Uszers Raoles Caontacts

Edit Client Logo

View Glient
Yiew client specific information. Select commands from above to edit, delete or create a new client,

Client Information

Mame: City of Generic
Main Phone: (651) 555-1234

Address
Line 1:100 Marth 6th Street Line 2:
City: Minneapolis State: MN
Zip: 55438

General Information
Federal Tax ID:11-111111 State Tax ID: 22-22222
Web Page: http i/ www te st comd generic
Descripton:

Contact Information

First Mame: Jean Tite: null
Last Mame: Gray
Address 1: 100 W Main Street

Address Z: null Email Address: jgrey@test.com
City: Larpenteur Primary Phone:
State: NY Secondary Phone: null
Zip: 33029 Fax Phone: null

Application Access
I PermiTrack-MS4: ves PermiTrack-ESC: Mo DataView Online: Mo I

PermiTrack-M54 Specific Information
I Major Watershed: Fox River I

Done Viewing Client

Figure 2. View Client page

Information Displayed on the View Client page

Information on the View Client page was entered when your organization’s site was created. For
descriptions of these sections, see the Edit Client page (on page 11).

Links and Button on the View Client page
The following links and button are available below the tabs on the Client View page:

= Edit Client: Opensthe Edit Client page (on page 11), where you can update the client
information.

= DataView: View setup information for the DataView Online application, if your site uses
this application.

=  PermiTrack - ESC: View setup information for the Permi Track-ESC application, if your site
uses this application.

page 10 | Administration tab
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= Logo: Opensthe Logo page (on page 14) where you can choose a graphic file with your
client logo for display on reports generated with the Client Access Point applications.

= Done Viewing Client: Thisbutton is not used by the Client Administrator. Click one of the
links or tabsto go to a different part of the Administration module, or to open one of the other
applications.

Tabs on the View Client page
= Clients tab: ReturntotheView Client page from one of the other tabs.

= Users tab: Opensthe User List where you can add a new user or update information for an
existing user.

= Roles tab: Note: roles are not applicable for this application.
= Contacts tab: Opensthe Contacts List where you can edit an existing contact record or add
anew contact.

Edit Client page
On the Edit Client page, you can update the contact information and general information for the
selected client. After your site has been set up, you will rarely need to update this information.

The Edit Client page opens when you click the Edit Client link on the Client View page (on page
9). You return to the Client View page when you click either the Update Client button or the
Cancel button.

Administration tab | page 11
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PermiTrack
Administration

Clients  Users Foles Contacks

Edit Client
Provide updated client information then select the Update Client command to update the client. Required fields are marked with an asterisk.

Client Information

Name*: ity of Generic
Main Phone®: (£51) 555-1234

Address
Line 1:[100 Narth &th Street | Line 2:|
City:|Minneapolis | State:
zip:[55433 |

General Information

Federal Tax ID:[11-111111 | State Tax ID:|22-22222

Web Page:lhttp:.-"fwww‘test.com.i'generic

Description:

Contact Information

First Name:Jean Select Contact: | Srey, Jean v

Last Name: Grey

Title: null
Address 1: 100 M Main Street
Address 2:null Email Address: jgrey@test. carn
City: Larpenteur Primary Phone:
State: MY Secondary Phone: null
Zip: 22029 Fax Phone: null

Application Access
PermiTrack-MS4: ves PermiTrack-ESC: Mo DataWiew Online: No I

PermiTrack-M54 Specific Information

| Major Watershed: Fox River | |

Update Client | | Cancel ‘

Figure 3. Edit Client page

Fields on the Edit Client page
View or update the following client information on this page.

= Client Information: Thefieldsinthe Client Information section can only be edited by your
SEH Adminigtrator.

— Name: Name of the client agency, company, or organization.

— Main Phone: The main phone number for the client or phone number for the client’s
headquarters or primary office.

= Address: Updatetheclient’s addressin the Address section.

— Linel & Line 2: Lineland 2 of the client’smailing or street address. For example, the
street, suite number, or P.O. box.

— City, State, Zip: City, state, and zip code for the client’s mailing or street address.

page 12 | Administration tab
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General Information: Edit the client’stax |Ds or website information in the General
Information section.

Federal Tax ID: Client's Federal Tax ID, if applicable.
State Tax ID: Client’s State Tax ID, if applicable.

Web Page: URL for the client’s web site. For example www.acme.com

Note: Thisweb addressisnot used for the client access site if you use PermiTrack-M $4.
That addressis set by the SEH Administrator.

Description: Additional descriptive information or notes that you want to record.

Contact Information: Review the contact information or select a different primary contact in
the Contact Information section. This section is generally used to record information for the
Client Administrator, who serves as the primary contact for SEH, and for users needing help.

First Name & Last Name: First and last name of the primary contact person for the
client.

Title: Job title or position of the contact person within the client organization.

Address 1 & Address 2: Lines1and 2 of the contact’s mailing or street address.

City, State, & Zip: City, state, and zip code for the contact’s mailing or street address.
Email: Contact’s email address.

Primary Phone: Contact’s primary or preferred phone number.

Secondary Phone: Secondary phone number for the contact, for example a cell phone.
Fax Phone: Phone number where the contact receives faxes.

Select Contact: Thisfield shows the name of the primary contact for the client. Click
the drop-down list to select a different name. The drop-down list includes the names of
users who are designated as Client Administrator for the current site.

If you select anamein the list, this person is saved as the primary contact when you click
the Update Client button at the bottom of the page.

Administration tab | page 13
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= Application Access: The Application Access indicates which applications are available to
the client.

— PermiTrack-MS4: If Yesappears next to Permi Track-M $4, the Permi Track-M $4
application is avail able to users at the client site.

— PermiTrack-ESC: If Yesappears next to PermiTrack-ESC, the PermiTrack-ESC
application is available to users at the client site.

— DataView: If Yesappears next to DataView Online, the DataView Online application is
available to users at the client site.

= PermiTrack MS4 Specific Information: This text box displays the major watershed
specified for the client’s application.

Buttons on the Edit Client page

» Update Client button: Click the Update Client button to save the changes you made on this
page. The updated client record is saved, and you return to the Client View page.

= Cancel button: Click the Cancel button to discard or delete any changes on this page, and
return to the Client View page.

Logo page

On the Logo page, you can choose a graphic file with your client logo for display on reports

generated from the Client Access Point applications. If you do not choose alogo, the SEH logo is
displayed.

The Logo page opens when you click the Logo link below the tabs on the View Client page (on
page 9).

= T E e e = R T T oo

PermiTrack .
Administration

Clients Users Roles Contacks

Edit Client Logao

Client Logo
Upload a logo for this client. Logo files must be in JPG, (GIF, or \PMG format,

Select an image file on your local computer and click "Save Logo® to save the new image

[ |[(Browse.. )

Figure 4. Logo page

Fields & Button on the View Client Logo page

= Select an image file field: The name of thelogo fileis displayed in the text box. Thislogo
is displayed on your reports.

page 14 | Administration tab
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Browse button: Click the Browse button to search for the image file that you want to use for
the site logo. The file name is displayed in the text box.

The graphic file must be a.JPG, .GIF, or .PNG.

Save Logo button: Click the Save Logo button to save the file you chose. Thisfile is now
used for the logo on your website.

Administration tab | page 15
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User List page
The User List page lists al of the users set up for your client site. These users have permission to
view or interact with applications on your Client Access Point site.

The User List page opens when you click the Userstab at the top of the Client View page (on
page 9).

Pe rr: iTrack

Supp. og out

Clienks  Users Roles  Contacks

Hew User

User List
List all active users,

User Name Last Name First Name Edit elete
5

o
::::::: Ravier Charles Edit

Figure 5. User List page

Links on the User List page
Use these links to view or modify the information and settings for a specific user.

= New User: Click the New User link just below the tabs to add a user to the current client.
The Create User page (on page 18) opens.

= User Name: Click anameinthe User Name column to view that person’srecord. The View
User page opens (on page 20)

= Edit: Click the Edit link at the end of a user’srow to edit or update the record for that user on
the Edit User page (on page 21).

= Delete: Click the Delete link at the end of auser’srow to remove that user. The Delete User
page opens (on page 23).

Users tab | page 17
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Create User page

On the Create User page, record contact information for a new user and give them accessto the
Client Access Point applications. This user is how displayed on the User List page (on page 17).
After setting up a user on this page, you can set their password on the Change Password page (on

page 22).

The Create User page opens when you click the New User link on the User List page (on page
17).

Permilrack

Clients Users Raoles Contacks

Create User
Create a new user, Required fields are marked with an asterisk,

User Information

First Narne*:l |

Last Name*:l | Tltle*:l |

Email Address*:l | Account Type*:l > |

Contact Information

Address 1:| |

Address 2:| |
City:| Primary Phone: | |
State: Secondary Phone:| |
N - |

Module Access
PermiTrack-MS4

Chack box bo grant user access:

Create User | | Cancel |

Figure 6. Create User page

= User Information: Inthe User Information section, record contact information for the person
you are adding as a user. These fields are available.

— First Name & Last Name: First and last name of the user who will use the account.
— Title: Jobtitle or position of the user within the client organization.

— Email Address: User’semail address.

page 18 | Users tab
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Account Type: Select an Account Type to indicate the type of access you are granting to
this user.

Client Administrator: The Client Administrator has permission to set up users and make
other changes in the Administration application. Thisrole is generally assigned to only
one person at the client site.

User: A User can be granted access to the PermiTrack-M S4 application set up for your
client site.

After recording this person’s contact information and assigning a password, the User
account has access to this Administration application only for changing their password
and contact information.

Contact Information: Record the user’s street and e-mail addresses, and phone numbersin
the Contact Information section. This information isfor your reference.

Address 1 & Address 2: Lines 1 and 2 of the user’s mailing or street address.

City, State, & Zip: City, state, and zip code for the user’s mailing or street address.
Email: User's email address.

Primary Phone: User’s primary or preferred phone number.

Secondary Phone: Secondary phone number for the user, for example acell phone.

Fax: Phone number where the user receives faxes.

Module Access: Give access to the site management applications through the Module
Access section.

Check box to grant user access: Select the check box to let this new user login to and
use the Permi Track-M $4 application. This user must aso have a password set up on the
Change Password page (on page 22).

[¥]: Thisuser has access to the PermiTrack- M S4 application, as part of their Client
Access Point login.

Buttons on the Create User page

Create User: Click the Create User button to save your changes and create the user’s
account.

Cancel: Click the Cancel button to discard any changes and return to the User List page. The
user is not saved.

Users tab | page 19
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View User page

The View User page shows al of the information set up for the user you selected on the User List
page. This person has access to the Client Access Point site.

The View User page opens when you click the name of auser on the User List page (on page 17).

Permilrack

Clients Users Roles Contacts

Hew User Edit User Delete User <Change Password

Yiew User
Yiew user information,

User Informiation

First Hame: S cott
Last Mame: Surnrmers User Mame: ssurmrmers
Tide: Tearn Lead Account Type: User

Contact Information

Email Address: testi@ravbanl.com
Address 1:100 Salermn Blud,

Address Z:
City: Salarm Primary Phone:
State: WA Secondary Phone:
fip: 49332 Fax:

mModule Access

PermiTrack-M54: vex I

Figure 7. View User page

Information on the View User page
See the Create User page (on page 18) for descriptions of the information displayed on this page.

Links & Button on the View User page
= New User: Click the New User link just below the tabs to add a user to the current client.
The Create User page (on page 18) opens.

= Edit User: Click anameinthe User Name column to view that person’srecord. The View
User page (above) opens.

= Delete User: Click the Delete User link under the tabs to remove the user displayed on the
View User page. The Delete User page (on page 23) opens.
After being deleted, the person no longer has access to the site and is not listed on the User
List page (on page 17).

page 20 | Users tab




Z
b
SEH SEH Administration

= Change Password: Click the Change Password link under the tabs to open the Change
Password page (on page 22), where you can change the password for the user displayed on
this page.

= Done hutton: Click the Done button at the bottom of this page to return to the User List page.

Edit User page
On the Edit User page, change or update any of the user’s information. For example, use this page
to update a phone number or job title.

The Edit User page opens when you click the Edit link under the tables on the View User page
(on page 20).

Permilrack
m e

Clients Users FRolez Contacts

Edit User
Edit this user. Required fields are marked with an asterisk,

User Informiation

First Name*:lScott |

Last Name*:lSummers | User Name: ssurmnrmers

Tltle*:lTearn Lead | Account Type*:| User il

Contact Information

Email Address: test@raybanl. com
Address 1: 100 Salern Blud,

Address 2:
City: Salem Primary Phone:
State: WA Secondary Phone:
fip: 49332 Fax:

Module Access
PermiTrack-M54

Chack box ko grant user sccass!

| Update User | | Cancel |

Figure 8. Edit User page

Fields on the Edit User page

Information on the Edit User page was entered when the user was set up. See the Create User
page (on page 18) for the descriptions of these fields.

Users tab | page 21
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Buttons on the Edit User page
= Update User: Click the Update User button to save your changes to the user’ s record.

= Cancel: Click the Cancel button to return the User List page.

Change Password page

On the Change Password page, change the login password for the current user. This password,
along with the user name displayed on the View User page (on page 20), is used to login to the
Client Access Point site. For example, use this page if auser loses their password and needs it
reset.

The Change Password page opens when you click the Change Password link under the tabs on the
View User page (on page 20).

Permilrack
m T

Clients Users FRaoles Contacts

Change Password
Enter a new password for this user,

Change Password

Uszar Marme! ssurmrers
First Marne: Scott
Last Marme: Surmrmmers

MNew Passwurd*:l |

[:unﬁrn-n*:l |

| Change Password | | Cancel

Figure 9. Change Password page

Fields on the Change Password page
= User Name: Displaysthe name of the user account you are changing.

= New Password: Type the new password.

= Confirm: Typethe new password to confirm it.

Buttons on the Change Password page

= Change Password button: Click the Change Password button to change the user’ s password
to the new password. The next time this user logs in, they will use the new password.

= Cancel button: Clear any information you entered on this page without changing the
password.

page 22 | Users tab
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Delete User page

The Delete User page lets you confirm that you want to delete this user before deleting the record.
If you clicked the Delete link on another pagein error, the user is not deleted until you click the
Delete User button on this page.

The Delete User page opens when you click the Delete User link below the tabs on the View User
page (on page 20).

PermilTrack
administration [

Clients Users Raoles Contacts

Delete User
Delete this user,

User Information

User Name: ssurmmers Status: Unknown
First Mame: Scott Tide: Tearm Lead
Last Mame: Summers Account Type: User

Contact Information

Email Address: testi@raybani.com
Address 1: 100 Saler Blud.

Address 2:
City: Salam Primary Phone:
State: WA Secondary Phone:
fip: 49332 Fax:

mModule Access

| PermiTrack-M5S4: vesz

Delete User | | Cancel

Figure 10. Delete User page

Fields & Buttons on the Delete User page

= Delete User button: Click the Delete User button to remove the current user from the client
account. This person is no longer ableto login to the Client Access Point and their nameis
removed from the list of users (on page 17).

= Cancel button: Click the Cancel button to close this page without deleting the user.

Users tab | page 23
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Roles tab

Note: Roles are not applicable for this application.

Roles tab | page 25



P A

SEH MS4 Administration
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Contacts tab

The Contactstab lists all of the contact people associated with the current client. Users are
automatically added to this list when they are added through the Users tab.

Contact List page
The Contact List page lists the contacts for organizations that can be selected in the PermiTrack-
M4 application. From this page, you can add, edit, or delete contacts.

The Contact List page opens when you click the Contacts tab from the View Client page (on page
9).

Permilrack
Administration

Clients  Users  Roles Contacks
Hew Contact

Gontact List
List all active contacts.

Drganization Edit
City of Generic Edit
City of Generic Edit

Edit
City of Generic Edit
Standard Partner Edit
City of Generic Edit
City of Generic Edit

oooooDog
I
EELORECQ
TR EEm

Figure 11. Contact List page

Links on the Contact List page

= New Contact: Click the New Contact link below the tabs to add a new contact to the list.
The New Contact page (on page 28) opens.

= Name: Click the name of acontact person in the Name column to view more detailed
information for that contact. The Contact View page (on page 30) opens.

= Edit: Click the Edit link to the right of the contact Name and Organization to edit or update
the information for that contact person. The Edit Contact page (on page 30) opens.

= Delete: Click the Delete link to the right of the contact Name and Organization to remove the
contact person from the list of contact people associated with the current client. The Delete
Contact page (on page 32) opens.
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On the New Contact page, enter the name, organization, address, and so on for the contact you
are adding to the list. After adding a contact, you can choose this contact in the list of Contacts

for a PermiTrack- M$4 project.

The New Contact page opens when you click the New Contact link at the top of the Contact List

page (on page 27).
Permilrack
pimivistration [
Clients  Users Rales Contacts

Create Contact

Create a new contact. Required fields are marked with an asterisk.

Contact Informaton

First Name*:l |

Last Name*:l |

Email Address*:l |

Titde*:

Organization Information

Organization™: |Create new organication W

Mew Crganization Infarmation:

Select and existing organization or create a new organization by entering new values,

Mew Org. Hame: |

Org. Adde. 1: |

Org. Addr. 2: |

Org. City:|

|

Address Information

Address 1:|

Address 2=|

City: |
st o

Primary Phune:l

Secondary Phune:l

Fax:l

| Create Contact

| | Cancel

Figure 12. New Contact page

Fields on the New Contact page
= Contact Information
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First Name: Thefirst name of the contact person.
Last Name: Thelast name of the contact person.
Email Address: The contact person’s email address.

Title: The contact person’s position or job title.

= QOrganization Information
In this section, record contact information for the contact’s main office.

Organization: The name of the organization, company, or agency that the contact
represents. Thisdrop-down list includes al of the clients displayed on the Client List

page.

Select from the drop-down list to assign this contact to one of the current organizations or
enter a new organization name if the field bel ow.

New Org. Name: Enter the name of the contact’s organization, if it does not appear in
the drop-down list above.

Note: To usethisfield to add anew organization, “...” must be selected in the
Organization drop-down list.

Org. Addr. 1: First line of the address for the new organization you are adding.
Org. Addr. 2: Second line of the address for the new organization you are adding.

Org. City, State, Zip Code: City, state, and zip code for the new organization you are
adding.

= Address Information

Enter the address for the contact in this section. The address for the contact’ s organization was
listed above.

Address 1. Thefirst line of the contact’s mailing or street address.
Address 2: The second line of the contact’s mailing or street address.
City, State, Zip Code: City, state, and zip code for the contact’s address.

Primary phone: The primary phone number for the contact. For example, this may be
the contact’ s direct number or the main phone number for the contact’ s organi zation.

Secondary phone: A secondary phone number for the contact. This may be the contact’s
cell phone number or the contact’ s direct number if the organization’s number is listed
above.

Fax: Fax number for the contact.
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View Contact page

On the Contact View page, you can review the contact’s information or select one of the links to
edit or delete the current contact.

The View Contact page opens when you click the name of a contact organization on the Contact
List page (on page 27).

PermiTrack
m administraton

Clients  Users FRoles Contacts

Mew Contact Edit Contact Delete Contact

View Contact
Yiew contact information,

Contact Informaton

First HName: Jean
Last Mame: Grey
Email Address:jgrey@test com Titde: null

Organization Information

Organization City of Genaric
Manwa:

Address Information

Address 1: 100 N Main Street
Address 2: null

City: Larpenteur Primary Phone:
State: MY Secondary Phone: null
Zip Code: 33029 Fax: null

Figure 13. View Contact page

Links on the View Contact page
= New Contact: Click the New Contact link below the tabs to add a new contact person to the
client. The New Contact page (on page 28) opens.

= Edit Contact: Click the Edit Contact link below the tabs to edit or update the information for
the current contact person. The Edit Contact page (below) opens.

= Delete Contact: Click the Delete Contact link below the tabs to remove the current contact
person from client. The Delete Contact page (on page 32) opens.

Edit Contact page

On the Edit Contact page, update the contact’ s information, including the name, address, and so
on. If the contact for an organization changes, but not the address information, you can change
the contact’ s name on this page, without creating a new record.
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The Edit Contact page opens when you click the Edit link to theright of the name of a contact

organi zation on the Contact List page (on page 27).

Edit this contact. Required fields are marked with an asterisk.

Permilrack
Clients  Users Raoles Contacks
Edit Contact

Contact Information

First Name*:l_lean |

Last Naln'lrlz"‘:lGrE't,I |

Ennail Addr\ess*:ljgrey@test.com | Tide*:|null

Drganization Information

Organizaton®: | City of Generic hd

Mew Organization Inforrnation:

Select an existing organization or create a new arganization by entering new values.

Mew Org. Manwe: |

Org. Addr. 1: |

Org. Addr. 2: |

Org. City:|

statei[- )

Address Information

Address 1:/100 N Main Street

Address 2:|nl.|||

City:lLarpenteur

state:
Zip Code: 33029

Primary Phnne:l |

Secondary Phone: | null |

Fax:lnull |

| Update Contact | |

Cancel |

Figure 14. Edit Contact page

Fields on the Edit Contact page

Information on the Edit Contact page was recorded when the contact was entered into the system.

See the New Contact page (on page 28) for descriptions of these fields.

Buttons on the Edit Contact page

= Update Contact button: Click the Update Contact button to save your changes to the
contact’ s record.
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= Cancel button: Click the Cancel button to discard your changes without saving.

Delete Contact page

The Delete Contact page lets you confirm that you want to delete this contact before deleting the
record. If you clicked the Delete link on another page in error, the role is not deleted until you
click the Delete Contact button on this page.

The Delete Contact page opens when you click the Delete link to the right of a contact name on
the Contact List page (on page 27). Y ou return to the Contact List page after the contact is deleted
or if you click the Cancel button.

Permilrack

Clients  Users FRoles Contacts

Delete Contact
Delete this contact.

Contact Information

First Name: Jean Titde: null
Last Mame: Sray Email Address: jgrey@test. com

Organization Information

I Organizaton: City of Generic I

Address Informiation

Address 1: 100 N Main Street
Address 2: null

City: Larpenteur Primary Phone:
State: MY Secondary Phone: null
Zip Code: 32029 Fax: null
Delete Contact | | Cancel

Figure 15. Delete Contact page

Buttons on the Delete Contact page

= Delete Contact button: Click the Delete Contact button to permanently remove the contact
person from the client.

= Cancel button: Click the Cancel button to close this page without del eting the contact. Y ou
return to the Contact List page.
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