New SysAdmin
Congratulations on your role to sysadmin of the TracCloud system. I know you are probably wondering where do you start? Below are some key resources on the best ways to “get started”.

· Request A Demo: https://www.go-redrock.com/demo/ 
· Redrock Wiki https://wiki.go-redrock.com/index.php/Main_Page  
· Contact Support by HelpDesk/Ticket https://go-redrock.helpspot.com/index.php?pg=request 
· Contact Support by Phone: 877-303-7575 option 1
 (Emergency – System down, can’t access anything! Option 3!)
·  Schedule A Training: https://www.go-redrock.com/help-support/request-training/ 


Starting the new term is easy! Please following these steps as
Other > Preferences > Terms
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1. Make sure IT has sent over the new data files to the SFTP server
2. Activate your new term/deactivate the old term
3. Process Activations & Process Specialties 
4. (if needed) please adjust your scheduling rules.
Do you have new hires starting for the new semester? Tutors, Advisors, Consultants, Front Desk Workers, etc, whatever their title we need a staff account created so they can access the Trac system! 
How do we start? Simple! On your Dashboard click on Other > Listing > Staff
Click the hamburger drop down icon ([image: Screenshot: Icon of three horizontal lines.]), then “New Staff Member”
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User Level Quick Key:

Unique to SysAdmin Accounts 
SysAdmin accounts provide the highest level of access in your Trac System, that includes potentially sensitive data, utilities to modify data in bulk, and the ability to edit technical aspects of your TracCloud instance. Here are the options that only System Administrators can access. 
· Global Preferences - Everything from system theme, to custom fields, to SSO integration settings and more. This entire menu can only be accessed by SysAdmins.
· Announcements – Manage dashboard notification based off a start and end date for different types of groups (Students, consultants, staff and students).
· Visits/Appointments SFTP Export & Starfish Export
· Saved Searches - Specifically the menu to manage or delete Saved Searches, other User Levels can still save and access their personal Saved Searches.
· Utilities for merging or modifying data in bulk - The ability to merge, delete, or modify individual records is determined by Permission Group.
· Access to the "Delete Selection" option on some listings - Students, Staff, and Faculty listings.
· Access to the Availability Blocks listing
· Profile-specific Group Entry - SysAdmins can open Permission Groups within a specific Profile, to access only that Profile's Center choices.
· The ability to Create Student Lists, unless you allow Profile Admins to create lists in Student Entry Choices.
· The ability to edit locked Visits - In other words, SysAdmins can override the 'Lock visits older than' setting in your Profile.
· The ability to delete Reasons - Other users can still deactivate or modify Reasons, just not delete.
· The ability to edit Favorite Reports of other users

Profile Admin level or higher 
Profile Admins still have access to many important settings and functions in TracCloud, and will be the ideal level for most of your "admin" accounts. Options like Profile Preferences and Group Management are still available, this type of permissions are given to “second in command” or a account manager of their own profile.
· The entire Profiles menu - Including Centers, Reasons, Prefs, etc.
· The entire Groups menu
· The ability to create or modify ‘All centers’ or ‘All staff’ schedule reserve blocks
· The ability to modify a staff member’s user level - I.e., 'Staff' level accounts can only create other 'Staff' level accounts, Profile Admins can create Profile Admins or Staff.
· The ability to modify the assigned Group and Centers of other staff. Group is filtered to only groups assigned to the same profile of the current user's primary center.
· Access to the "Delete Selection" option on some listings - Appointments, Course Lists, Documents, Referrals, Registrations, Success Plans, and Attendance listings, if their group has table access for said listing.
· The ability to create Student records manually. This permission can be granted to staff through a permission group override.

Staff Account  - accounts used for all front desk worker accounts, kiosks, or a user who needs a limited access to the system. Permission groups determine what kind of access your staff have to various elements of TracCloud. Each group represents a set of permissions. Do you want this group to access to schedule appointments? Which centers can they log a visit? Can they create students?



Deactivating an old account is as quick as a simple check box inside the pre existing staff account!
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What about reports? How do we automate the reports in the system.

Saving a Report as a Favorite
Find a report that you plan on coming back to? Save it as a favorite for quick access later. From the report results window itself, click the star icon in the top-left corner, choose a name for your favorite, and click save.
· Allow Group Access will make this report visible to other staff members in your Permission Group.
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This report can then be found from your dashboard under Reports > Favorites at any time.
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Automating a Favorite Report
After saving your report as a favorite, you can automate it to run on a set schedule and be emailed to you or a group of users. 
Start by going to Reports > Favorites > Edit Favorites. This will bring you to the following screen. Click on the Pencil icon of the report you want to automate.
[image: ]
· Deliver to: should be set to Email in this case.
· Email Address(es) is where you'll add your recipients' email addresses. Multiple addresses can be entered, delimited by a semicolon.
· Enable Automation will enable automation and make the following options available.
· Message to include in the report email will add in some custom messaging to your emailed report.
· Automated report frequency. Do you want this report to run daily, weekly, monthly, or once on a specific date?
· Time will determine the time that this report will run on your scheduled frequency.
· Overwrite This Favorite Report will overwrite your existing report settings with your new automation rules.
Click save to apply your changes.
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