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Adding a User

PACE Central is the location for maintaining and managing the people and data in your organiza-
tion. As the Administrator of your companies PACE Central site you have the responsibility of re-
porting on the data that has been collected by your reps in the field as well as managing their
presence on the PACE Central site. This guide is designed to further educate you in the area of Rep
Management. After reading this guide you will be able to:

. Add a rep

. Delete a rep

. Assign stores, departments, divisions
. Add and remove divisions

. Assign a device

. Transfer a device

. Institute some Best Practices

Adding a User (Rep)

As a rule, any member of your organization that will be assigned a device or will be a web entry
user must be created under the “Reps” heading (see figure 1).
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» To add a rep, select the ‘add rep’ link.

o Use the drop down arrow to select a division.

» Use the drop down arrow to select a user type.
» Select Next.

*The division you select will be the home or “pri-
mary” division for the rep. A rep can be assigned
to more than 1 division but can only have 1 “pri-
mary” division.

*Cloning allows you to quickly build a new Rep by
taking advantage of data previously entered for
another Rep. Cloning is not a total transfer of data
from the clone to the Rep being modified - only the
items you choose to apply are used to update the
Rep being modified.

Definitions:

User Type - The user type selected will deter-
mine the level of access the Rep will have when
logged into the PACE Central web site.

Division Manager - Has limited access to the site
based on the Division Manager permission. This
permission is configurable.

Group Admin - This user type can perform any
and all website actions.

Rep - This user type is restricted, by default, to
generating reports containing his/her work only.
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Adding a User

Upon selecting ‘Next’ you are taken to the Rep Profile screen (see Figure 2).

» Insert the first and last name of the user. (required fields).
» |If the user is going to be a rep, issue him/her Standard Service from the rep area field. A man-
ger should be issued Standard Service and Management from the rep area field.

» The remaining fields (Address, City, Telephone, email, etc.) are not required but recommended.

e Select Next.

Rep Profile Figure 2
Division: Rep Group: User Type:
29: EAL(Midwest) E.A. Langenfeld Rep
First Marne: | |
Last Marne: | |

Prirnary Language: |English

Address information is sometimes used as
eqaar:‘a%aéfngﬂ‘”te a point of contact for shipping product to
Rep Areas: |Reset Team Fhe rep. Please verify the accuracy of this
Mew Store information whenever possible.
Millweark: Culling
Address: | |
City: | |
State/Province: | Select -- »
Zip Code: |
Telephone: | |
Business Telephone: | |
[ MEXT || DONE || CANCEL |




TdB> Adding a User

The next step is to assign stores to the user (see Figure 3). The stores assigned here will be the
stores the user will have available to him/her. The user will only have access to the stores that you
have assigned to them.

o Tap the ‘Select Stores’ button.

» The store list window appears. Select the store(s) you want to assign. (Hold down your CTRL key
to select individual stores. Use your Shift key to select a block of stores.)

» Once you have made your selection(s), Tap the ‘Assign Stores’ button.

o Tap ‘Next’ to proceed.

Fep Stores Figure 3
Rep: Division: Rep Group: User Type:
Eric Toomas 29: EAL(Michwest) E.&, Langenfeld Rep
[l all Stores 2 https:/iwww.thd-issi.c... g@]g|
( SELECT STORES | |1- Corporate ; E.&. Langenfeld -

Select Stores To assigh to Rep

[ REMOVESTORES |

1907 - NILES : THD-ISSI
1903 - BEDFORD PARK : THD-ISSI
1909 - CALUMET CITY : THD-ISSI
1911 - CICERO, 1L : THD-ISSI

1912 - NORTH AVENUE : THD-ISSI
1013 - RANDHURST : THD-ISSI

1014 - DAMN RYAN : THD-ISSI

1916 - DOWNERS GROYE : THD-ISSI
1917 - GLENDALE HEIGHTS : THD-ISSI
Selected Clone: | 1918 - NAPERVILLE : THD-ISSI

1919 - NORTHLAKE : THD-ISSI

1920 - CRYSTAL LAKE : THD-ISSI

[ APPLY CLONE | 1921 - GENEWA : THD-ISSI

1922 - GURNEE : THD-ISSI

1926 - DEERFIELD : THD-ISSI

1927 - PALATINE ¢ THD-ISSI

[ NexT || poNE | [ caNceL | 1928 - ROCKFORD : THD-ISSI

1932 - MATTESOM : THD-ISST

1034 - ELGIM : THD-ISSI

1935 - CHICAGO RIDGE ¢ THD-ISSI

*Checking the ‘All Stores’ box will assign

all the stores within the reps division. —
| ASSIGNSTORES || CLOSE | ]

*To remove a store, highlight the store(s) Kl | ]
and tap the ‘remove stores’ button. S @ Internet




s€CHEDNS Adding a User

This is the Rep Departments screen (see figure 4). From this window you will assign departments
to the rep. Departments are used to define how questionnaires are categorized on the PDA. The
departments field, by default, contains all of the available departments. If you want to remove a

department, highlight the department and select the ‘Remove Departments’ button. Tap ‘Next’ to
proceed.

Rep Departments F]gure 4

Rep: Division: Rep Group: User Type:
Eric Toormas 29 EAL(Midwest) E.&, Langenfeld Rep

| SELECT DEPARTMENTS | (CMaP @ THD-ISSI v
029 : THO-ISSI

[ REMOVE DEPARTMENTS | (D251 THD-ISSI

D29 CLASSES ; THD-ISSI

MAP @ THD-ISSI

Miscelaneous © THD-ISSI

Ot of Service . THO-1SSI

POP . THD-ISSI

Resets © THD-ISSI

RTY : THD-ISSI b

Selected Clone: | [ SELECT CLONE |

( APPLY CLONE |

[ NexT || DONE || cANCEL |




TdB> Adding a User

Rep Line Reports are only valid for Reps having been created with the User Type “Rep”. Line re-
ports (see figure 5) are used to allow a specific Rep to view and even manage a group of Reps under
their charge. A rep that has been assigned Rep line reports will be able to view their own work and
the work of any of their line reports. If you do not want to assign line reports, tap the ‘Next’ but-
ton. To assign Rep line reports:

» Tap the ‘Select Reps’ button (see figure 5)

» Select the division (see figure 6)

« Tap the ‘Select reps’ button and select the rep(s) (see figure 6)
» Tap the ‘assign reps’ button

« Tap ‘Next’ to proceed

Figure 6
Select Division: | 29: EAL(Midwest) v | | SELECTREPs. || cLosE |
Rep Line Reports Figure 5
Rep: Division: Rep Group: User Type:
Etic Toornas 29: EAL(Midwest) E.A, Langenfeld Rep
( SELECT REPS | [Toomas, Eric - (P, 29: EAL)
[ REMOVE REPS |
Selected Clone; | [ SELECT CLONE J

( APPLY CLONE |

[ NexT || pomE || cancer |




TdB> Adding a User

This is the Rep Security page (see figure 6). From this page you need to issue a permission mask to
the rep.

o Select the drop down arrow within the ‘permissions’ field.
e Assign the ‘Default Rep Permission’ *
» Select ‘Done’

From this page you can also change permissions and view and/or update passwords. The user name
and password fields pertain to website access for this rep. The device user name and password de-
termine access to the envision software on the device (pda). The rep ID and modem username are
used to identify the rep when he/she is connecting and synchronizing the device. All user names,
passwords and ID’s are automatically generated by the system upon creation of the user.

Rep Security

Rep: Division: Rep Group: User Type:
Eric Toormas 29 EALIMichwest) E.&. Langenfeld Rep

Lzer Mame: EBric_Toomas22275

Password:  |eric

Device Lser Mame: Eric Toomas

Device Password:  |eric

Fep ID: 93559
Modern Lsername: ISSI_Eal_ 99659

Permissions: | -- Select - w

EnL

EaL - Default Rep Permissions
etn- Customer Suppart

FT DM Perrnission Mask

| poNE || cANCEL |

*The user type ‘Rep’ overrides any permission assigned to a user. Ex: You create a user as a ‘Rep’ user
type and assign the user the ‘Default Division Manager Permission’. This higher level permission will not
afford the user any greater access. The user type of ‘Rep’ will override any assigned permission.



s QLFEXN: Adding a User

The next step is to publish this information. Publishing is the process of delivering the new and/or
altered profile information to the device (PDA). This is a very important step that is often forgot-
ten. Follow the steps (see figure 7) to publish.

1. Select the ‘Publish to Device’ link.
2. Select the ‘Rep Profiles’ button.
3. Select the division(s).

4. Select the ‘Publish’ button.

The files will begin processing. When the files are finished processing the status window will disap-
pear.

Publish Data Files To The Device Figure 7

2. repprOFILES |

Rep Group
EWISIDHS Drnisions to Publish:
eps
Schedules ? ; :
web Site Users B =0; EAL(Midwest)
PACE Advance
Project Tracker
Sheet Designer
Sheet Deployment
Permissions
Eulli_llishgiilﬂ DtE‘-'iEE 4. | PUBLISH || CANCEL |
nline Sheets
Vendor Service Levels

Rep Group Division Publish Type Status

29 EAT(Midwest) Eep Profile Files Watting to Process
29 EAT(Midwest) Eep About Files W aiting to Process
29 EAT(Midwest) Eep Profile Files Waiting to Process
29 EAT(Midwest) Eep About Files W atting to Process

Status Window



REFLEXYS Assigning a Device

Assigning a Device (PDA)

The new rep you created now needs a tool to perform work in the field. The tool is a PDA and each
rep working in the field has a uniquely assigned PDA. All work done on the PDA will be attributed to
the username on the PDA. If the user is going to use web entry, their website username and pass-
word will be the identifier. Follow the steps to assign a device to a rep.

Rep Group

EEE'E;'DHS Assign Devices To Reps 2. Select the Division
Add Rep of the rep receiving
Diwision: |29 EAL{Michwest) W :
Delete Rep e —— the device.

200 EALIMidwest]

Rep Profile Device Service Tag MNumb |

Rep Stores

Rep Departments
Bep Line Reports Eep: |- Select - v
Fep Divisions

Ren Securty [ UPDATE | | CANCEL |

Swyitch Divisions

Assion To Rep

1. Select the ‘Assign to Rep’ link.

Assign Devices To Reps

Division: | 29: EAL(Michwest v|

3. Select the Device ;i corvice Tag Number: | VKD22FAIC (SID: 135981...) v
number (PDA) you
are going to assign to Bep: |- Select -

the rep. - Selact
Arccetta, Kortland - (P, 29; E&L)
Arnett, Cecil - (P, 29: EAL)

Bade, Richard - (P, 29: EAL)

UPDATE

4. Select the Rep receiving the
device and click the ‘Update’
button. Publish the changes.



n®s Deleting a User

Deleting a User (Rep)

At some point you will need to remove a user from the system. Deleting a user from the system is
not difficult but there are steps you need to follow. Prior to deleting a user remove all the stores
assigned to that user. If the user still has a device assigned to them at the time of deletion, that
device ID will be returned to the assign pool for assighment to another user.

Select the ‘Rep Stores’ link.

Using your mouse, highlight all the stores.
Select the ‘Remove Stores’ button.

Select the ‘Save’ button to save the changes.
Select the ‘Delete Rep’ link.

Select the reps ‘Division’ (see figure 8)
Select the ‘Select Rep’ button (see figure 8)
Select the rep to be deleted.

Select the ‘delete’ button.

Rep Stores
Rep: Division: Rep Group: User Type:
Etic Tooras 29: EAL(Midvwest) E.A. Langenfeld Rep
[]all stores
Rep Group [ SELECT STORES ] 1903 - BEDFORD PARE. : THD-ISSI
Divisions 1909 - CALUMET CITY : THD-ISSI
Reps [ REMOYE 5TORES ] 1911 - CICERC, IL : THD-ISSI
Add Rep 1912 - NORTH AVEMNLUE @ THD-ISSI
1913 - RANDHURST : THD-ISSI
Delete Rep 1914 - DAMN RY AN ;. THD-ISSI
1917 - GLEMDALE HEIGHTS @ THD-ISSI
Rep Profile 1913 - MNAPERYILLE @ THD-ISSI
Rep Stores 1919 - MORTHLAKE : THD-ISSI
Ren Departrments 1 - Corporate  E.A, Langenfeld
Fep Line Reports
Fep Divisions
REp SecLrity Selected Clone: | [ SELECT CLONE J

Swyitch Divisions

( APDLY CLONE |

| save || canceL |

Figure 8

Divisior: || TEst Celected Rep: |T|:u:|rnas, Eric - (P, 29: EAL) ( SELECT REP |
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Adding and removing divisions

Adding and removing divisions

Some reps are responsible for stores that reside in a division outside their ‘primary’ (home) divi-
sion. For example, a rep has the Northwest as his ‘primary’ (home) division He is also responsible
for stores that reside in the Pacific division. You will need to add the Pacific division to this reps
profile and the following steps will show you how.

Rep Group
Divisions
Reps

Add Rep

Delete Rep

Rep Profile

Fep Stores

Eep Departrents
Fep Line Reports
Fep Divisions

Fep Security

Swyitch Divisions

1. Select the ‘Switch Divisions’ link

Seloct Rep

Arns, MERCY - (P, 212
PMrdlersen, Wiliam - (P, 2122000
Brocid, Marka - (P, 2172
Balard, Hartvara - (2, 212 RW
Binca, Constancs - (P, 2122iNW)

1

2 huips: Hwww.thd.1ss1.com - PACE Ad... [2 |[B]&]

&l Do

4. Select the Rep name.

S @ et

[

SELECT REP |

3. Click the ‘Select Rep’ button.

Rep Switch Divisions

21722 CME(Haw i A
21/22: CMENorEhwyes
Divisior: |121/22: CMK(Pacific) || Selected Rep: |
2. Select the Division.
Rep: Division:

Eric Toormas

21f22: CME (Northwest)

Rep Group:
Crossmark

| SELECT DIVISIONS |

| REMOVE DIVISIONS |

5. This window shows the
divisions assigned to the user.
Choose the ‘Select Divisions’
button and choose the divi-

21722 CME(Morthwest )

sion you want to add. Save

your changes. Publish the [ save

| | cANCEL |

changes to the device.

User Type:

Fep

To remove a Division
you would highlight
the Division from this
window and select the
‘Remove Divisions’
button. Save the
changes. Publish the
changes to the device.
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Transferring a device

T

Transferring a device

If you have a rep leaving your organization or moving into a role that does not require the use of
a PDA, you may find it necessary to remove the device assigned to them and reassign it to another
user. The process of taking a device from one user and issuing it to another user is called Transfer-
ring. The following steps will show you how to transfer a device.

Transfer Device From One Rep To Another

1. Select the ‘Transfer Device’ link.

2. Select the user that is having the

device is removed (From).

3. Select the user that is receiving

the device (To).

4. Click the ‘Transfer’ button.

5. Publish the changes.

Fron:
%’g 289 EAL(Midwest) Adam=ki,John (EAL373AC4ACH A
Reps 29 EAL(Hidwest) Atwood, Joseph (EALCI5Z2696)
el 29 EAL{Midwes=st) Barschow,Dennis (EALAZ41A44B)
Add Re 29 BEAL(Midwe=t) Bartlett.Jonathan (EALIICOE?S)
29 BEAL(Midwe=t) Beclker.Gens (FELAR31)
Delete Rep 29: EAL{Midwes=st) Beclum, James (EALCDI9FID)
29: EAL(Hidwest) Bentley, Gillian (EATLA4G4837)
Rep Profile 29 EAL(Hidwest) Berrv.John (EALC4707)
Rep Stores 29: EAL({Hidwest) Bianchi Hicholas (EAL4A9AAEF)
Rep Departments  |29: EAL(Midwest) Biewer.Scott (EAL7AL4Z20B)
e e R,
Ren Divisions : idwes ondar, Ka EEn
Rep Securite 29' EAL(Midwest)  Bounds, Jermains (BFLBR31)
29: EAL{Hidwest} Bradley. Gregory (HILBR31)
Switch Divisiors 29 EAL(Hidwest) Broer.Scott (EALCZ20F948)
To:
Assign To Rep 29: EAL({Midwest) Accetta, Kortland
Change User Type |29 EAL{Hidwest) Arnett, Cecil
Transfer Device 29: EAL(Hidwest) Bade. Richard
29 BEAL(Midwe=t) Batone. Anthony
%g: Ei%gﬁigwestg EDWkET'TD?
: 1dwe=st entanni . Janes .. .
29 EAL{Midwest) Cov, Hike * The rep receiving the device
23 EAL(Midwest)  DoPrina Edwera IIEE (T3 ) SIS UL B
29 EAL(Midwest) Dolan, Corinne the website prior to transferring.
29 BEAL(Midwe=t) Dominguez . Ricardo
29 BEAL(Midwe=t) Faughner ., Van
29: EAL{Midwes=st) Flei=chmann. Faul
29 BEAL(Midwe=t) Fu=shia, Jeff
29 EAL{Midwes=st) Gerstel, Bob

| TRANSFER || cANCEL |




W E ) Best Practices for Rep Management

There are no “set in stone” rules that dictate how you should manage your field force but there are
some best practices for managing your field force.

1. A Division Manager should be assigned Standard Service and Management from the Rep Area
field.
2. Arep user type cannot be changed from the website (this applies to both rep and DM user
types). There are two options;
a. Contact Reflexis Tier2 to make this change.
b. Create a new profile, transfer the device then delete the previous profile.
3. Deleting a rep does not delete the history of the rep. The work previously performed by the rep
will remain available for reporting (be sure the “inactive” rep filter is selected).
4. For the purpose of accurate reporting and optimal PDA performance, it is not advisable to assign
“all” stores to a rep.
5. If you have a rep that is no longer employed by your company and you want to keep the device
available for a new employee you have several options:
a. Contact Reflexis Tier2 to unassign the device. The device will then be in your available
pool for future assignment.
b. Create new profile (name = “available”), transfer the device then delete the previous
profile.
6. Instruct your reps to synchronize their devices daily to ensure their work is delivered and to
receive device updates.
7. If your company is using smartphones, please do not return the devices to the carrier for repair.
Instruct your reps to contact the customer support department @ Reflexis for assistance.
8. Do not change the name in a users profile. A name change will cause the loss of all history for
that rep.
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