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Discovery Training: System Administration

Last Modified on 10/25/2023 5:32 pm EDT

This guide walks you through tasks for learning how to work with system administration
features in aACE. It is intended for new users in the Discovery process.

Introduction

This training guide helps you start exploring the tools that aACE provides for managing your
system and the team members who work with it.

This guide focuses on the several different modules. First, you will look at how team member
records help you organize responsibilities and record access. Then, you will shift to the
Teams, Notices, and Notice Setups modules to see how aACE supports communications to
help sustain your workflows. Next, you will work with the User Groups module, which is the
main method for controlling access to your aACE system. After that, you'll review the
Management Preferences module, where you can set many of the preferences that help
configure your system to your business needs.

For additional insights, be sure to watch the webinar about system administration

(https://showme.aacesoft.net?id=10153).

This guide will not focus on basic steps or knowledge. It presumes you are familiar and
comfortable with the foundational topics already covered:

° DiSCOVGr! Training: Basics https://aaceé.knowledgeowl.com/help/discovery-training-basics
Discovery Training: Purchase Orders https://aaceé.knowledgeowl.com/help/discovery-training-purchase-orders

Discovery Training: Sales Orders (nitps://aace6.knowledgeowl.com/help/discovery-training-sales-orders)

Discovery Training: Production (nttps://aaces.knowledgeowl.com/help/discovery-training-production)

Discovery Training: Inventory (nhttps:/aaces.knowledgeowl.com/help/discovery-training-inventory)

Discovery Training: Accounting (nttps://aaceé.knowledgeowl.com/help/discovery-training-accounting)

Team Members

Each person in your organization who will interact with your aACE system needs to have a
team member record. The team member record enables them to use aACE features. Even
features that don't require a person to log in to the system (e.g. email-based timesheets,
mobile apps) still require a team member record. In contrast, an aACE user is a team member
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who actively logs in to your aACE system

Because team member records represent all personnel who interact with aACE, they allow

you to record human resource and other details for each person. This involves contact

information, time and expenses, and office assignment. This information can be useful for

internal communications and management.

Create a New Team Member Record

When a person in your company needs to work with aACE, the first step is to create their

team member record. For this exercise, use these steps to create ateam member record for

a fictional user:

1. Navigate from Main Menu > Internal > Team Members.

2. Click New.

Team Members B

Team Member:

Member Details

General Info
0 rhote Title

Typa

Contact Info

Best Way to Reach

A MNotices Forwarded To

PENDING ()

Notices Tasks [G Emalls 4 Docs &
Time | Expenses -+

Timeshest Approver = Experse Approver =

O 1ok Create Himashats on; + = W/E

+ Monday  Tuesday + Wednesday « Thursday + Friday o Saturday + Sunday

Timesheet Line Item Codes
Cade Biotes Defaut 3
a -

3. Fillinthe required fields for setting up a new team member

(https://aaceé.knowledgeowl.com/help/setting-up-new-users#CreateTeamMemberRecord).

Note: You can use the Type field to create customized categories for grouping team

members.

4. Click Save, then click Activate.

Note: You might not want to activate a team member record immediately. This often

depends on how your company segregates responsibilities for onboarding. For example,

a personin the IT department might create the record, but a personinthe HR

department might finish filling out the data later and activate the record.
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Click the Human Resources tab to review additional functionality. You can control access to
this tab through user group access privileges (see below).

aoe Team Members B
& Mewde Edit # Deleted Print/m  Actions A

Team Member: Denise James (DJ) AcTIVE @

Member Details | Human Resources | MNotices Tashs G Emals g Docs
Compensation Setup Freslancer Home Address © Signature
FIN Paryrisll 10 Pay Rete Multipher BNl Rate Commission Type Comm % Denise James
164 West Glen Ridge St
5B73 75.00 1.1 B2.50 Mot Applicable 2% New WY 10032

Comparny > Contact > Credit Card Account >

Denise lames Denise lames

Important Dates

Date Desscription Notes Team Member Team Reminder Anrisal

Record Access

f Can view records assgned to any office. o Can switch offices.

Can view reconds only ssigned to the offices. [iEhed below, o Can view necords assigned (o any department.
Al Offices  Can edi Comments and Acthvites.
A Hotices Forwarded Ta ﬂ-

Some key details are located in the Record Access section at the bottom. These flags and
fields control which system records a person can view and whether they can switch offices:

e Canview records assigned to any office — Marking this flag updates the drop-down list
below to show 'All Offices'.

e Canview records only assigned to the offices listed below — Marking this flag limits
access to only the records in the offices you select.

e Offices drop-down list — This Search icon and field become active after you mark the
flag above. Click the Search icon, then use the selector to specify which office(s) the
team member needs to access.

e Can switch offices (nttps/aaces.knowledgeowl.com/help/understanding-the-can-switch-offices-team-members-preference

Marking this flag allows the team member to use the Main Menu to change their
current office assignment (https:/aaceé knowledgeowl.com/help/switching-between-offices).

e Canview records assigned to any department — Records in aACE are linked to a
specific department within an office. Typically, team members will only work with
records in their assigned department. However, marking this flag allows the team
member to work with records in all departments of the offices they can access.

e Canedit Comments and Activities — aACE provides robust tools for tracking progress
and changes (https://aace6 knowledgeowl.com/help/adding-activities-support-or-next-steps) ON records. Marking this
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flag enables the team member to use the Actions options in the top-right corner of a
record to open the Log Viewer, then edit certain kinds of time-stamped notes.

After creating a team member record, you may also need to also create the contact and

company records for that team member https://aace6.knowledgeowl.com/help/creating-a-team-members-related-company-
and-contact-record). Contact records allow you to specify the geographic location where a team

member works and to establish a network of related contacts and companies. Company
records connect the team member to aACE functionality for making payments, such as
expense envelopes, commissions, and more.

Teams

After you create a team member record, you can assign them to one or more teams. Teams
help organize groups of users for receiving notifications. For example, when you activated
your new team member record, aACE sent a message to all team members in the Human
Resources team.

You can use the existing teams in your Discovery system and also create custom teams
https://aace6.knowledgeowl.com/help/setting-up-teams) &S needed.

Add a Team Member to a Team

1. Navigate from Main Menu > Internal > Teams.
2. Click the Go-To arrow (>) for the desired team.
3. Click Edit.
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L N ] Teams
Team: Shipping AcTIVE @
Team Détails | Notices Tasks [G Emalls 4 Docs &

Motice Setups

otice Setup Name x

- Charge on Ship Failed i e L %~
Inventory Replenishment Shipments Created John Smith 1
* Order Address Change * Katie Connally 1| M
* Order Ready for Pick Up/Shipment * Kristie Hernandez a1
- MNed Walker g

* Cancal m

4. Specify a new team member in the Team Members section using one of these methods:
o Inthe blank line at the bottom of the section, type the team member's name or
initials.
o Inthe Team Members section, click the Search icon ( & ), then use the selector to
locate and select your new team member.
5. Click Save.

Adding a Batch of Team Members

You can add a group of team members to multiple teams at one time:

1. At the Teams module list view, refine the list to show the teams you want to update.
2. Click Edit > Add Team Members to List.

3. At the confirmation dialog, click Add.

4. Atthe selector, specify the desired team members, then click Save.

You can also use these Edit options to remove multiple team members from multiple teams.

Notices

Notices (https://aace knowledgeowl.com/help/working-with-notices) aI'e€ messages within aACE to he|p your team

organize their workload. You can view existing notices from two modules:

¢ Notices Module — Helps you search through and review all notices in your entire
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system. You can display the Notices module by navigating from Main Menu > Internal >

Notices:

‘soe o =

@ = & hexord: 10024 Newdp it d  Deewd PrintiR  Actions 30

Notices

2 2023 INCOMPLETE B~
& Date Message Title Team Team Memier Notice Setup Link Ta Satus
= 030923 Gary Matocha has been sctivated. Pt Mctiil Taam Méember Activabid 1 tiam memiber INCOMPLETE .i -
= 021823 R A message RE: § HP Floating Pountain Hichael 1 Bethuy. . 1line Rem code INCOMPLETE . A -
= 02423 Task assigned to you (50744: Production ) Med Walker... Task Assigriment 1 tasic mooMpETE @ A =
= ORI Load assigned to you (S0207! Pan-Oceanic M Harvry... Lizad Asskgnmant 1 lead INCOMPLETE .f -
> 02423 Lead assigned 1o yeu (S0208: Nash Brothers Constr ara Harvey,.. Lead Assignment 1 lead INCOMPLETE ) & =
> 0224723 Lead assigned to you (S0209: Clark Construction Conp Mara Harvey... Lead Assignment 1 head INCOMMLETE ) & -
> Q224723 Lead assigned to you ($0210: ACC Construction Corp Mara Harvey... Lead Assignment. 1 lead INCOMPLETE I} & -
> 0o Lead assigned to you (S0211: Trade Assockates Group Mara Harvey... Lead Assignment 1lead IncOMPLETE ) A -
= 03/1&23 Shanncn Cock has been acthvated. Pete Mcheil Team Member Activated 1 team member INCOMPLETE .!‘ -
= 032123 Recuring Transaction Dy Erase Marker Subscription” Danige James., . Ricurring Trarsaction Processed 1 ransactions INCOMPLETE . o =
= 032423 Lébd hisigned ta pou (S0216: Asphalt Green ) s Harvey... L Assignment 1 leadl INCOMPLETE ) & -
= 0325423 Recuring Transaction Hent’ Processed Denise James... Recurring Trarsaction Processed 2 transactions INcOMPLETE @) A =
= 0T Lead assigned to you ($0217; Pan-Oceanic Mara Harvey... Lead Assignment 1lead incOMPLETE ) A -~
= O4f 1823 Task assigned to you (5077%: Ann Gideon Called - ad Walker,., Task Assigniment 1 tasi mooMpETE ) A -
= 04421723 Recurring Transaction Dey Erase Marker Subseription’ Denise James.., Fecurring Trarsaction Processed 1 transactions INCOMMETE ) & -
> 05{04/23 BACE Support has been activated. Pete Mceil Team Member Activated 1team member  INCOMPLETE ) A =
= 0822 Recuming Transaction "Dy Erase Marker Subscription’ Denise James... Recurring Transaction Processed 1 transactions comPLETE @ A -
= 052523 Recuring Transaction Rent' Processed Denlse James... Recurring Trarsaction Processed 2 transactions meovPLETE ) A -
= 062123 Recuming Transaction Ty Erase Marker Subscription’ Daniss Jamas... Recurming Trarsaction Processed | ransactions INCOMPLETE . N =
= 06/25/23 g Rt Dienise JamEs.,, Recurming Trarsaction Processed 2 tranaactions woovPETE ) A -
= 06323 PRente Card End Date Reminder Finandal Oversight Denise James... Rate Card | Tax Profile Reminder 1 rate card INCOMPLETE . o -
= OFHOTEY Follow-up with PO #5049 Home feno Stare AP Denise James... PO Fallow-Up 1 purchase order  INCOMPLETE ) A =

Show All Find Incomplete Notices | Constrain List io Incomplete Netices Related Records w 'ﬁ

b 4

¢ My Notices Module — Let's you see all notices that are assigned to you.:

‘soe My Natices al
@ = & Rewond: 1003 Mewd Edr# Deeted  Priotim  Actions A
My Notices
@ A~
& Date Meszage Title Team LLink Tos Status
> O630fZ]  Pue Card End Date Feminder Financial Creersight 1 rate card INCOMPLETE ) & -
> OFOT/ZY Follow-up with PO #50429: Home Reno Store NP 1 purchasse order INCOMPLETE @ A -
= OFOTEI Follow-up with PO #50435: Learniright Inc. AR 1 purchase: order INCOMPLETE . M -
Show Al | Find My Ircomplete Motices | Related Records v o

| 4

You can display the My Notices module by clicking the Notices link on the Main Menu:
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8

‘o9 aACE
®c .
ali Dashboard 7 Notices @
S~

aACE Menu
Internal

CRM & Sales
Order Management
Order Setup
Accts Payable
Accts Receivable
Inventory
Accounting
System Admin
aACE 6 Help

V]2]OLA

9™ New Call Entry

Logged In: DJ @ AL

Notice Setups

You can configure various notices to best address your company's communication needs.
Your Discovery system includes many standard notices that you can use, adjust, or duplicate
to make changes. You can also create entirely new notice setups.

For more details about how you can leverage this feature, read our feature highlight about
USing notice setu ps to track ionrtant dates (https://aacesoft.com/never-miss-an-important-date-with-aace/).

Create a Notice Setup

To practice with these features, create a fictional notice setup:

1. Navigate from Main Menu > System Admin > Notice Setups.
2. Click New.
3. Enter information for the required fields:

o Notice Setup Name

o Notice Title

o Notice Message
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aoe Motice Setups

Notice Setup: Notification about Discovery Training 60014 PENDING ()

Notice Setup Details | Notices Tasks G Emalls i Docs &
Setup Info Notice Template

Artenbisn: Discovery training procesding
BALE Notice Notice Message

Email sllow archiving darys after comphetion. A record has been created as part of a Discovery training session,

M Email

Setup Notes

Input setup notes here describing the purpose of this notice, induding the: file and scripts
that trigger it.

File: File Mame

Saript: Script Name
Accepted Merge Fields:

4. Enter information for the Setup Info section:

o Team — Click and select an existing team (https./aaces knowledgeowl.com/help/setting-up-teams).

o Message Types — Mark the flags for all delivery methods that should be used for
this message.

o Single User Completion — Messages delivered as aACE notices can be flagged for
one person to mark the task as completed for all team members who receive it. If
this flag is cleared, then each person who receives the notice must individually
complete it.

o Allow Archiving — Marking this flag lets you specify the number of days before
aACE will automatically move completed notices off the Notices list.

5. Click Save and Activate.

Using Merge Fields in Notice Setups

Merge fields are placeholders that designate specific data to be displayed. For example, the
merge field <<OrderTitle>> will display the title of the order you're working with. You can
use merge fields in the Notice Title and the Notice Message.

You can read more about working with notice setups (https://aaceé.knowledgeowl.com/help/overview-of-notice-

setups).

User Groups

After ateam member logs in and accesses aACE, the things they are able to do are governed
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primarily by their assigned user group. Your Discovery system includes some standard user
groups as sample data. When you go live with aACE, these groups can be customized to your

business needs.

You will assign your new team member to a user group. After that, you will set up their

access to the system.

Assigning a Team Member to a User Group

1. Navigate from Main Menu > System Admin > User Groups.
2. Click the Go-To arrow (>) for the Warehouse Team.
This shows the primary fields you can use to configure a user group.

User Groups

Mewdp  Edt# Deewd P/ Acsons R

D= 5 neot4el6

User Group: Warehouse Team

User Group Details
General Info

User

+ BACE Menu
Calendar
Customers | Vendors
Contacts
Sales Leads
Projects
Onders
Jobs
Tasks
Shipments
Tirne Clock
Timeshests

+ Internal

Management: Preferences

3. Click the Team Members tab.

Module Access: Team Members (5)
Menu Option Access Access Privileges

Settings
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ade User Groups B
User Group: Warehouse Team ACTIVE @
| User Group Details | Notices Tasks [G Emalls 4 Docs &

General Info Settings
Data Group Lesgin Module Group Bias
User SHIP Sales

Modula Access Team Members (5)
Team Mamber Usar  Usar Type Aroiunt Nam

+ Allen Wright (AW) +  Standard alien, wright

- Drew Sanderson (DS) ¥ Standard dresw. sanderson

- Ewan Phillips (EP) ~  Standard evan_phillips

* Kristie Hernandez (KH) +  Standard kristie. hernandes

* Ned Walker [NW) ¥ Standard ned. walker

B/92023 12:46:44 PM
6/8/2023 10:52:36 AM
6/23/2023 12:34:59 PM
6/%/2023 12:53:34 PM
6/30f2023 9:53:22 AM

4. Inthe Team Member section, click the Search icon ( g ).

Pro 19.6.3
Pro 19.6.3

Pro 19.6.3
Pro 19.6.3

W

T
LR "R "R "RE "RE

5. Atthe selector, locate and select the team member record you created, then click Save.

This adds the new team member to the group, listing them in alphabetical order.

When you add a team member to a user group, aACE automatically creates an Account

Name for them. The default consists of first and last name. You can edit account names as

needed. This Account Name is the ID the team member will use for logging in to aACE.

Granting Access Privileges to a User Group

When you add a team member to a user group, they gain the access privileges of that user

group. aACE displays these privileges on the Module Access tab. To practice working with

this feature, add some additional access privileges for this group.

Click the Module Access tab.
In the header, click Edit.

H LN e

In the Access Privileges section, click the Search icon ( & ).
At the selector, locate and select the Shipping Log module, then click Save.

aACE adds this module and its various privilege flags to the user group.

aACE marks the flags for all the privileges.

Powered by aACE | 10

In the Shipping Log privileges section, click the Plus (+) at the right side.



aACE Software

aoe User Groups [*]
User Group: Warehouse Team AcTve @
User Group Details Hotices £ Tasks [G Emalls 4 Docs &
| Info Settings
Data Group Lesgin Module Group Bias Order Rec Type Order Type Sales Layout Production Layout
User Shipping Leg Sales

| Module Access | Team Members (5)

Menu Option Access Access Privileges Note: Can Wew” access privileges ave sulifect [o the office and department constralnt prefierences in aach user's feam pemsierresagd.
Metw Option + - Pl Navne Actess Privikeges
+ BACE Menu = = Shipping Log (SHIP)
Colender 7 _Admin B _ew ) Can Niew All Shigments
W _Advanoed Sort Wf_Print
Custorners [ Vendors W _Delete W _Search
2 Bt 2 Eaton
Sales Leads
Projects
Orders.
Jobs
Tasks
Shipments
Time Clock
Timeshests
+ Internal
Management Preferences - -

. o I

6. Click the flag for _Admin to clear it.
This will prevent team members in this user group from accessing admin functionality in
the Shipping Log module.

ene User Groups a
User Group: Warehouse Team actve @
_'m‘ Motices £ Tasks [G Emalls B4 Docs &
| Info Settings
Data Group Lesgiri Modube Group Bas Order Rec Type Ordér Type Sales Layout
User Shipping Leq Sales SALES

| Module Access | Team Members (5)

Menu Option Access Access Privileges Note: “Can Wew” access privileges are sutifect o the office and department constraiat preferences in sach user's tmam member record.
M Dption + = B Mocuie Name Aceiss Privikiges + - X
+ BACE Menu l ~ Shipping Log (SHIF) +=-x"
Calendar _Adrin 7 _New 7 Cars Niew All SHiprents

W _Advanced Sort o _Print
Custorners [ Vendors. W _Dolete W _Search
2 Bt 2 an £t
Sales Leads
Projects
Orders
Jobs
Tasks
Shipments
Time Clock
Timesheets
+ Internal
Management Preferences - .

. ot (EZH

7. Click Save.

You can read more about features available on the User Groups module
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(https://aace6.knowledgeowl.com/help/overview-of-user-groups).

Caution for Setting User Group Access

The Module Access tab helps you govern access using two sets of controls. The Menu
Option Access panel is on the left. These settings control which options are displayed on the
Main Menu. The Access Privileges are on the right. These settings help manage access, but
focus on controlling activity in a module.

These two sets of controls help you ensure that you deliberately grant the needed privileges
to users. This helps prevent users from accidentally having access to records they should
not view or activities they are not qualified to conduct.

Warning: Please be mindful that clearing a Menu Option Access flag for a certain module
does not necessarily prevent a user from accessing that module. aACE includes many
features that allow team members to navigate from records in one module to related
records in another module. To fully manage your company's access needs, you must also
configure both the Menu Option Access and the Access Privileges sections.

To view an example of access controls, scroll down in the Menu Option Access list to find
the Companies module entry, then select it. This displays the associated access controls on
the right. Scroll down in the Access Privileges list to find the Companies module.
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aoe User Groups B
'@E = Rcord: 2l & Hewdpe Edit# Deeted Printid Actons B
User Group: System Admin AcTIVE @
| user Group Detaits | Motices ) Tasks [l Emaksil Do
General Info ) Settings
Dats Group Lesgin Module Group Bias Order Ree Type Order Type Salies Layout Production Loyt
Management

| Module Access | Team Members (20)

Manw Option Mesdube Name Acoess Privileges
o Tirme - * Commission Statements (COMM)
« _Admin o _New
¥ CRM & Sales o _Aganond 5ot o _Print
v Companies ¥ _Delate ¥ _Seweh
+ _Edit o _View
o Contacts < _Export
b Leads
v > Companies (COM)
e + _idmin ¥ _New +f Can View Credit Card + SalesMarketing
Advaroed Sort Print + Can View Profit Beports o Vendor Details
v Lists - 7
+ _Deiete + _Search o Can View Restricted Companics
J Eﬂ.’”ﬁ + _Ede o+ _View o Custoener Datails
o Details = o _Export + Can Witw Cost Reponts  + Fnance/Accounting
v Actiies .+ Company Payment Accounts (COMPAY)
o _Admin « _Print
+ Order Management
¥ _Adviened 5ot ¥ _Sewch
¥ Projects of _Dsbe o _View
o Orders o _Edi
+ New
o Jobs

*

Access privileges restrict or enable certain activities in a module. Marked privileges are
enabled for team members in this user group. In the Companies module, they can create
new records, edit existing records, delete records in Pending status, and more.

This approach to system access gives you quick and thorough control over functionality. If
you decide that team members in a certain user group should be able to view company
records, but not make changes to them, mark the View flag and clear the Edit flag.

Management Preferences

In addition to user groups, there are controls and settings in other modules. A prime example
is the Management Preferences module. From the Main Menu, click Internal > Management
Preferences.

Powered by aACE | 13



aACE Software

aoe Management Preferences B

aACE Management Preferences

| Branding Order Entry Billing Procurement Production Shipping

. Business Hrs Start | End Regional Default Postal Format Region Bdtion
(] 09:00 AM 05:00 PM American us
—

+f | Hide reconds based on the Limit-To Office of the related company. Prevent wsers from viewing recceds
aACME Education Solutions that are linked to companies with a Limi-To Office that Is nct one of the user's viewable cffices,
1238 Broadway, Mew York, NY 10001 (555) 418-8777

Report Footers

Order Foober Text Preferred Order Printout
Purchase Qeder Fooher Text Prafermed Purchase Order Printout

T Foxber Teet Prisfernad Tiveioe Printout

Default

+ Display "Fowered by 24CE" on printouts. Contact sales@aACEsoft.com for more: information about our referral commissions program.

This module provides control over details that companies commonly want to adjust. This
helps you easily set up aACE in the way that best supports your business needs. These
settings work hand-in-hand with user groups. Your aACE representative can help explain
these preferences so you have the best configuration.

You can read more about management preferences (https:/aaces.knowledgeowl.com/help/working-with-

management—preferences).

Additional Tools for System Administrators

aACE provides other tools to help you manage your system. A few examples include:

o Admin Export — This feature helps you export data from aACE to use in other tools.
You can access it through the Admin Actions options icon ( £} ) found in the footer bar
of certain modules. Using this feature includes certain constraints.

o Users must be in a user group that has both _Admin and _Export flagged for a
module under Access Privileges.

o Users cannot export information that their access privileges do not allow them to
access.

o All exports are tracked in the log files, noting when the export was done, how many
records were exported, and more.

o For system security, aACE limits the number of records you can export at one time
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to 5,000. Also, if someone exports 80% or more of the records in a module, aACE
sends a notice to the Export Oversight team.
¢ Re-login — When you have changed a setting, FileMaker sometimes requires you to log
out and in to see the effects of the change. The Re-login command

https://aaceé.knowledgeowl.com/help/using-filemaker-re-login-to-update-settings prOVideS an easy way to refresh

your FileMaker session.
o On Mac — Navigate to the FileMaker application menu bar > File> Re-login.
o On PC — Navigate to the top of the aACE Main Menu > File > Re-login.

Test Your Understanding

After working through the tasks in this training guide, use this online exam to see how well

you understand these aACE features: System Admin Discovery Training Quiz
(https://elearning.easygenerator.com/a9caa856-8c12-477e-8109-da8c7a9¢c8966/)
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