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Logging into the Support Manager

In your browser (preferably you will use Firefox or Internet Explorer) go to:

www.ebsuite.com/ilogin.jsp
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The Administrator Role

All Users will login to the Main Page. As the Admin User, make sure your are in the
Administrator Role by checking Preferences. Then review the other Users who have

acCcess.
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In the Preferences area a User with multiple roles may switch roles.
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Managing Users

In the Administrative Role the User may manage the application Users (Account > User
Administration)
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Editing an Existing User

Click the Username to open the User profile (in this example BAgent)
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Edit User — all information about the individual user including their login name.
Edit Roles — Important — see Setting User Roles below.

Change Manager — Not used, not administration is required.

Delete User — Important — see Deleting a User below.

User Passwords

User Passwords are not managed by the Administrator. The User manages their own
password in the Preferences area. If they are locked out of the application, they will have
to request their password be sent to them at the login screen.

***insert picture of login screen™®**



Adding the Roles to a User

Click on Edit Roles to add a Role for a User. A User may have more than one Role
assigned, but must have at least one role assigned before that User may log in. The
administrator may also take Roles away from a User, but if no Role is assigned the User
will not be able to login.
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Deleting a User (Making the User Inactive)

Before a User can be deleted, all of the Roles assigned to the User must be removed.
Once the Roles are removed the User cannot login. In the application Users are never
truly deleted, they are only made Inactive even though the “Delete User” button implies
otherwise.

Once a User is stripped of their Roles and the Delete User button is submitted, the User
and all pertinent information is moved to the Inactive User area under User Management.
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To reverse the process (re-establish a deleted user) simply add a Role back to the Inactive
User.

Controlling Case Access (visibility)

All users must belong to a common group. Under User Management the administrator
can see the existing Group
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The group members are managed under the Edit tab and Access Sharing tab controls (as
the name implies) access sharing. Access is the ability of one user to see the Cases of
another User.

Notice the Users in the on going example where Sue Agent and Bill Agentare HRSC
Agents and Admin is the Administrator with total visibility of all cases.
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Admin User can see Bill Agent and Sue Agent’s respective Cases, but Bill and Sue can
only see their own cases.

The Advanced tab can be ignored.

Administrative Access to System Preferences

All Users have access to their own local Preferences. In general the Users should be
discouraged from making any changes to their Preferences with out a discussion with the
Administrator for the site. But, an important feature inside the Preferences is the ability
the User has to change their login password. In fact, this is only place User passwords
are administered. The site Administrator does not have any utility or tool that enables
passwords to be reset. Only the User controls their own password.
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Adjusting the personal filter choices

At the top of the Cases tabular display (the table seen after clicking on the Cases tab)
look for the “slanting pencil” to adjust the personal filter.
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Searching for Duplicate Employees

If it appears that the database has duplicate entries for an Employee record, the
administrator can search the database for those duplicates and merge records.
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Find the suspected duplicates by searching. Search for example by last name.
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After clicking on Update Value, look for “Merge Duplicate Records”
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This will merge the data from both records, keeping the most recently updated
information.



