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NEAT First Steps after Installation

After the current version (version 8.2.4.2 in this example) of NEAT has been
installed, there are several steps that need to be performed to make NEAT ready for
use by your agency. In general, these steps only need to be performed one time.
There are additional steps that will be covered in another document,

» 1. Create your Agency - Create your agency record by copying the default
agency record and renaming it to your agency. Fill in agency details, such as
address, phone numbers, etc.

o 2. Create Supply Library - Create your agency’s supply library by copying the
default supply library and renaming it to identify it as belonging to your agency.

« 3. Create Setup Library - Create your agency’s setup library of weatherization
measures by copying the default setup library and renaming it to identify it as
belonging to your agency.

« 4, Create Initial Client Survey - Create your agency’s Initial Client Survey by
copying the default Initial Client Survey and associating it with your agency.

5. Set Up Agency Users - Create agency users, such as auditors, suppliers,
and other users. They are stored as Contacts associated with the Agency.
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NEAT First Steps after Installation

Login to NEAT using the default login name and password, so that you can access
the various features. When NEAT is first installed the default login user is “Jane
Admin”, having a short user name of “JA”, and a password of “admin”. The
password iIs case-sensitive.

Weatherization
Assistant 824

Double-click
on the NEAT
shortcut icon

1/11/05

Opens the
Log On form

User Mame

Password

Data Link

ES Weatherization Assistant Log On

JA

<Databases
Description:

United States Department of Energy

Weatherization Assistance Program

Weatherization Assistant
“Yarsion 8.2.4.2
12/29/2004

National Energy Audit Tool (NEAT)
Developed by Oak Ridge National Laboratorn,

Manufactured Home Energy Audit (MHEA)

j LogOn
Exit

ChProgram FilesWeatherization Assistant 824wad24.mdb
Default backend database




NEAT First Steps after Installation
5. Set Up Agency Users

From the main screen click on the Agency
button to show the Agency screen.

Weatherization Assistant (8.2.4.2) USER: JA GROUP: Admin

4 —

Energy Audits

Site Built (NEAT)

Mobile Home (MHEA)

Multi-Family (MFEA)

YWiork Orders

Program

<Databaser |ChFrogram FilesywWeatherization Assistant §24wadz4.mdb

Description: |Default backend database

Supplies Setup Librany Freferences Log On

Help ‘

Click on
Agency button

Diata Link

Exit
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NEAT First Steps after Installation
5. Set Up Agency Users

Your agency should be shown by default when the Agency screen
opens. Ifitisn’t shown, select your agency record by using the find
Agency by Name drop-down list in the lower left corner of the screen.

EE Agency

Agency Name [West Central Minnesota Commy State [MN_|

Agency Information | Contacts (0) | Cost Centers (1) | Sunveys (1) | Clients (0) | Audits (1) | Work Orders (0} | Status Histary |

Agency Name |West Central Minnesota Communities | Address
State City

Agancy Type -] State =1
Federal ID MNurm Zip Code
= Fhone Mumber
Other 1D Nurm Fax Number
CDmmentI Edail
Agency by Name Weh Page LIEL

¥ Default agency to assaciate with new Client \Wark Order,

drop-down ||St Library, and Supply records. Checking this will automatically
IIMcheck this box for all other Agency records (ie. Onky one
Agency record can be the Default record).

REPORT
: Select
by Name | LI Select Report |Schedu|ed Audits ;] Clients

| |>*J af[ § Copy | De Prewiew ‘ Print I POF File | Snapshat File | Explare‘ |—‘2 o

X
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NEAT First Steps after Installation

5. Set Up Agency Users

Select the Contacts tab. It should currently be labeled “Contacts (0)” since
no contacts have been added to your agency yet. Contacts will eventually
include contractor records that get downloaded from eHEAT, as well as
agency users, such as auditors, data entry personnel, and coordinators.

EZ Agency

Agency Name [West Central Minnesota Commy| State m

Agency Information | Contacts (0) | Cost Centers (@) | Sunveys (1) | Clients (0) | Audits (0) | Work Orders (03 | Status Histary |

Agency Name |West Cent innesota Communities | Address

State oty
Agency Type -] State [

Federal ID Num Zip Code

Select Contacts tab

= Fhone Mumber

Other 10 Mum Fax Mumber

Cummentj Ebdail

Weh Page LIRL

¥ Detault agency to associate with new Client, Waork Order,
Library, and Supply records. Checking this will autormatically
LMcheck this box for all other Agency records (ie. Only one
Agency record can be the Default record).

REFPORT
byName| ;I select Report |Schedu|edAudits ;] gl?;itcé
| |,*| af[ & Copy | Del Frewview ‘ Print | FDF File | Snapshot File | Explure‘ |—|2 celected

X
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NEAT First Steps after Installation
5. Set Up Agency Users

The Contacts screen will be shown in one of two views. The view
below (form view) is generally the default view that will be shown.
The next slide shows the same fields in datasheet view.

Agency

Agency Name |West Central Minnesota Commy| State [MN |

~ Agency Information - Contacts (0) I Caost Centers (0) ] Surveys (1] l Clients (0) ] Audits (1) ] Wark Orders () ] Status Histury]

Contact Name | | User Name I:l M Active “Wiork Phone
NemeDetail-First [ | Mi[ | Last] | Cell Phane
Company Address Pager
™ Auditor EIN Unit Murnber Faux
™ Contractor : .
o Title ity Haome Phaone
rewy
_ S =] Ernail
| Supplier Zip Cade
YWeb Page

Comment
AGENCY CONTACT

by Contact Name|

Change LogOn Group and Password

L 1

|
by UserName| _]

by Cumpany| _I
| | |H|H9|l3f Copy

X
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NEAT First Steps after Installation
5. Set Up Agency Users

The Contacts screen is shown in datasheet view below. Though all of the
fields aren’t visible at the same time, the horizontal scroll bar along the
bottom can be used to view fields that aren’t currently visible on the screen.

EE Agency [z|

Agency Name [West Central Minnesota Commy| State [MN |

 Agency Information  Contacts (0) | Cost Centers (0) | Surveys (1) | Clients (0) | Audits (0) | Work Orders (0) | Status Histary |

| Contact Name | <User Name> | Active | Auditor | Contractor | Crew | Supplier | Company | EIN |
4 | | O | O | i

Record: Nl 4 || 1 b |H|H€|nf1 1 _PJ
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NEAT First Steps after Installation

5. Set Up Agency Users

You can switch between these two views of the Contacts tab (and several other tabs
and forms in NEAT) by clicking on the right mouse button almost anywhere on the
screen, to show the following toggle button: @ sustorm batasheet When the mouse
cursor is moved over this toggle button, the button turns blue:
Clicking on this toggle button will switch between the form and datasheet views.

Datasheet view is helpful when

needing to view multiple records at

Agency Name [West Central Minnesota Commy| State [MN | the same time. Data can also be
~_Agency Infarmation Contacts (0) \Cnst Centers (IZI)] Sunseys (1)] Clients (0) ] Auddits (IZI)] entered and edlted from thlS screen

Contact Name | ser Name

MNarne Detamr=Tst T La8t| |

Company Address

[ Confract : -

EEE Tite City Agency Name [West Central Minnesota Commu| State
B Crew State j
™ Supplier o B ~ Agency Information - Contacts (0] ‘Cust Centers (EI)] Surveys (1)] Clie

\ Contact Name <User Name> | Active | Auditc
1
\ I Subform Datasheet

Form view is helpful for entering
data into individual records.
1/11/05 9




NEAT First Steps after Installation
5. Set Up Agency Users

The Contacts screen is where various Agency contact information is entered and
stored. ALL contractors and crew associated with the agency will be imported
to the Contacts list via a data file downloaded from eHEAT. Auditors, suppliers,
and any other agency contacts need to be manually entered into NEAT.

B= Agency

X

Agency Name [West Central Minnesota Commy] State [MN |

 Agency Information  Contacts (0] ] Cost Centers (D) ] Surveys (1) l Clients (1) ] Audits (0) l Wk Orders (0) ] Status Histury]

Contact Name | | User Name I:I M Active Work Phone
Mame Detail - First I:I MII:I La5t| | Cell Fhone
Cgmpany Address Pager
™ Auditar Il Lnit MNumber Fax
[ Contractor : :
o Title b Home Phone
rE
, State El Email
[ Supplier Zip Code
YWeb Page
Comment
AGENCY CONTACT
llntinet Name| J Change LogOn Graup and Fassword I:I
by UserName| J
by Cnmpany| J
| I |>||He|of Copy
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NEAT First Steps after Installation
5. Set Up Agency Users

In this example, two agency users will be entered - one will be an auditor with “Admin”
rights and one will be a non-auditor with “User” rights. A detailed description of the
“Admin” and “User” rights is provided in the last few slides at the end of this document.

The first time the Contacts screen is shown, the user’s name can be entered directly into
the Contact Name field without specifically creating a new record.

B= Agency

Agency Name [West Central Minnesota Commy State [MN_|

X

~ Agency Information Contacts (0) l Cost Centers (0) l Surveys (1) l Clients (0) ] Audits (0) ] ‘Work Orders (0) l Status Historyl

Contact Name | | User Name l:l ¥ Active ‘Work Phone
NemeDetail-First [ | MI[ | Last| | Cell Phone
Compary Address Pager
™ Auditor EIM Unit Mumber Fax
™ Contractar : -
o Title 0 Home Phone
rew
_ =iais =l Email
I Supplier Zip Code
YWeh Page
Comment

AGENCY CONTACT

i Namel Change LogOn Group and Password

]

|
by UserNamel _I

by Companyl _I
| | | n| b | of MJ

1/11/05 11



NEAT First Steps after Installation
5. Set Up Agency Users

In the following example, assume the user is an auditor named Mary Jane Smith. In addition to
entering the Contact Name, enter a short User Name, which will be shown on various drop-down lists.
The Auditor check box needs to be selected since she is an auditor, and the Active check box needs to
be selected since she is an active contact. Selecting the Auditor check box will ensure that this user’s
name can be selected later from several drop-down lists where it is appropriate. If the Active check
box is not checked, this user will not show on any drop-down lists, including the user logon screen.

-% Agency B]

Agency Name [West Central Minnesota Commy State m

Agency Information  Contacts (0) | Cost Centers (0) | Survews (13| Clients (0) | Audits (00 | Work Orders (0) | Status Hista
JENCy ! N J ry

W Active YWork Fhone

“,u Check the Active flag

Contact Name |Smith, Mary Jane | User Name

Name Detail - First [Mary | Mi[Jand Last d
Campany Address ETED
E e Tie City A short User Name
~ Supplier The name will be recognized must be entered
correctly whether it is entered as Web Page
Check the “Mary Jane Smith” or “Smith, Mary
Auditor flag Jane” in the Contact Name field.
by Cortact Mame -
P Name: H Change LogOn Group and Password |:|

by Company | [-]

[ [T nleslof T copy = |
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NEAT First Steps after Installation
5. Set Up Agency Users

In order for this agency contact to show up in the list of users in the logon screen at startup,
the contact needs the following four characteristics: (1) have a value in the User Name field,
(2) have the Active check box selected, (3) be assigned to a User Group, and (4) have a value
in the Password field. The password gets entered for this contact by clicking on the “Change
LogOn Group and Password” button, which pops up the User Group and Password screen.

Agency Name [West Central Minnesota Commy| State [MN_|

| Agency Information  Lontacts - ost Lenters UP/EY'S ients udits ork Orders tatus History
A Information  Cantacts (1) | Cost © 0|5 1) | Clisnts (0} | Audits (0] | Work Orders (0 | Status H

Contact Name |Smith, Mary Jane | User Name M Active Wark Phane
Name Detail - First Mi[Jan{ Last [Smith | Cell Phane
Compary Address Pager
¥ Auditor EIM Unit Nurnber Fax
[ Contractar ; ;
Title Clty Home Phone
™ Crew
e e P e —— Email
User Group and Password (Smith, Mary Jane)
Web Page

User Group j

Click the “Change
LogOn Group and
Password” button

Change Password
MNote: Passwords are case sensitve

Confirm Qld Password

Change LogOn Group and Password

Mew Password

Confirm Mew Password

1

Apply New Password Opens the User Group
and Password screen
1/11/05 13




NEAT First Steps after Installation
5. Set Up Agency Users

Since this example user is intended to be an auditor with Admin rights, select “Admin” from the
User Group drop-down list. In the Change Password section of the form, enter a password in the
New Password field, and then re-enter the same password in the Confirm New Password field.
Since this is the first time this user has been entered, there is no old password to enter in the
Confirm Old Password field. The new password entered in this example is “smith2”. Do not
include the quotes in the password. The password must be at least 4 characters long and can include
letters and numbers. The password is case-sensitive, so “smith2” is different than “Smith2”.

User Group and Password (Smith, Mary Jane)

User Group

Change Password

Confirm Old Password
Mew Password

Confirm Mew Passward

Mote: Passwords are case sensitve

j User Group and Password (Smith, Mary Jane)
ET— UserGroup Acmn |
Change Password
Mote: Passwords are case sensitve
Confirm Old Password
Select “Admin” from HewFrsre -
the User GrOUp list Confirm Mew Passward
Apply New Password ‘

Apply MNe

1/11/05

Enter the password in the

X

New Password and Confirm
New Password fields

Select Apply New Password
to store the user group and
password for this contact

14




NEAT First Steps after Installation
5. Set Up Agency Users

After applying the password for the first user, the User Group and Password screen will
close, and the Contacts screen will be shown again. To create another user select the
“New Blank Record” button: | **]. This will create a new Contact record with a default
Contact Name, e.g. “Contact(2)”, which can be typed over with the actual user’s name.

Agency

Agency Name [West Central Minnesota Commy State IE'

~ Agency Infarmation Contacts (1) | Cost Centers (0] ] Surveys (1) ] Clients (0 | Aucdlits (0} ] Wark Orders (0) ] Status Histc:ry]

™ Contractor

L1 -||>*lﬁi MDEI

1/11/05

Contact Name |Smith, Mary Jane | User Name W Active Work Phone
Name Detail - First Mi[dand Last[Smith | Cell Phore
Company Address Pager

M Auditor EIN Unit Number Fax

- c Title Lty Home Phone
FE
_ Sl I Email
- Supplier Zip Cade
‘Webh Fage
Comment
AGENCY CONTACT
AL Name| ;I Change LogOn Group and Password
by UserName| J
by Cumpany| J

Click the New
BLANK
Record button

15



NEAT First Steps after Installation
5. Set Up Agency Users

In this example, assume the second user is not an auditor and will have “User” rights. The user’s
name is Fred Jones, and he will be assigned a User Name of FJ. The Auditor check box will not

be selected since he is not an auditor, but the Active check box needs to be selected since he is an
active contact. Even though this user will not be an Auditor and will not have Admin rights, this
person’s User Name will still be available for selection from specific drop-down lists.

Agency Name [West Central Minnesota Commy State [MN |

Agency Infarmation  Cantacts (2) | Cost Centers (0) | Surveys (1) | Clients (0) | Audits (0) | Wark Orders () | Status Histary

Contact Name |Jones, Fred | User Name WV Active ‘Work Phaone
MName Detail - First MIl:l Last|.JDnes | Cell Fhone
“User” was Cormpany Address Baner
selected from the B EIN Uit Number Fa
User Group list . e e G Home Phane
State Efail
: “-ruup and Password (Jones, Fred ) obRage
User Group User j J
Change Password
T h I S user ’ S MNote: Passwords are case sensitve
password was e e Change LogOn Group and Passward
entered as “fishing” \‘ L

seehededeie

Apply New Password ‘ ﬁ SeleCt Apply NeW Password
to store the user group and s

password for this contact 16

Confirrm Mew Password

1/11/05




NEAT First Steps after Installation
5. Set Up Agency Users

After applying the password for the second user, the User Group and Password screen will close,
and the Contacts screen will be shown again. The Contacts tab now shows “Contacts (2)”, which
indicates that two contacts have been entered. You can select a specific contact via either the
record selector or by using the find features, such as Agency Contact by Contact Name, etc.

BE Agency @

Agency Name [West Central Minnesota Commy State [MN_|

Agency Information  Contacts (2) ‘ Cost Centers (EI)] Surveys (1) | Clients (0 | Audits (EI)] ‘Wark Orders (0) ] Status Histuryl

Contact Name |J0nes, Fred | User Name W Active ‘Work Phone
Name Detail - First MI[ ] Last[Jones | Cell Phane
Company Address Pager
™ Auditor EIM Unit Murnkber Fan
r :
- Euntractor Title City Home Phane
e State 1| Ernail
™ Supplier Zip Code
YWeb FPage
Comment
by Cantact Name | = Change LogOn Group and Passward
by UserNamel J
by Company| J
Agency Contact
| | 1 3 | 7} | He| | Copy | Del bngoni/aCt Name
drop-down list
Record Selector
1/11/05 17




NEAT First Steps after Installation
5. Set Up Agency Users

For example, you can now select the record for Mary Jane Smith by selecting her
name from the Agency Contact by Contact Name drop-down list. Selecting her
name will then refresh the Contacts screen to show her contact record, as shown
in the slide on the following page. This same type of navigation and selection
process works in many of the tabs and screens throughout NEAT.

Agency

Agency Name [West Central Minnesota Commy| State [MN |

 Agency Information  Contacts (2] | Cost Centers (0) | Surveys (1) l Clients (1) | Audits (0) | ‘Wark Orders (0) ] Status Histany

Contact Name |JDnes, Fred | User Name M Active ‘“Wark Phone
Mame Detail - First MII:I Last|JDnes | Cell Phone
Company Address Pager
[ Auditor ElM Unit Mumber Fax
r )
Contractor Tille City
r Crew State Navigate to the contact
[~ Supplier ; -
L Zip Code record for Mary Jane Smith

by selecting her name from

Com .
the drop-down list
AGENCY CONTACT
by Contact Name J Chanoe | ooifn Gronn and Pa wnrr‘lJ D0%91 4095
by User Name Contact Name er Name [Cornpan | Active
Jones, Fred J Yes

by Company Fam T

[ [T lnlosfol[Z]  copy| ool

1/11/05
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NEAT First Steps after Installation
5. Set Up Agency Users

After selecting Mary Jane Smith from the Agency Contact by Contact Name
drop-down list, she is now shown as the current record on the Contacts screen.

Agency Name [West Central Minnesota Commy State [MN_]

gency Information  LOnacts ost Centers LrveE's ents udits ork Orders tatus Histary
Agancy Information  Contacts (2) | Cost C 0| s (13| Clients () | Audits (0) | York Orders (0) | Status Hi

Contact Name |Smith,Mary Jane | User Name M Active Wark Phane
Name Detail - First Mi[Jan{ Last[Smith | Cell Phane
Company Address Pager
W Auditor Elr Unit Mumber Fax
[ Contractar . ;
o Title Ly Home Phone
FEw
S FoE ] Email
HHREE Zip Code
Weh Page
Camment
AGENCY CONTACT
Bt Name| LI Change LogOn Group and Password | [40EDRERZ 1
by UserName| ;]
by Company| ;]
o 2 || pe]of[ 2 Copy | Del

1/11/05 19



NEAT First Steps after Installation
5. Set Up Agency Users

In this example, after creating the two contacts for West Central Minnesota
Communities Action, Inc., there are a total of six contacts that will show up in the drop-
down list of potential users when logging into NEAT. This is shown in the log on screen
below. There are six contacts currently showing because there were originally four
contacts that had been already set up with the State of Minnesota default agency when
the software was installed. Your original set up required logging in as “Jane Admin”
with a password of “admin”. That user was a contact for the State of Minnesota agency.

After you have set up your own agency and associated contacts which are NEAT users,
you will presumably want to see only the users that are associated with your own agency,
which in this example, is West Central Minnesota Communities Action, Inc. This can be
accomplished by making the users for the State of Minnesota agency inactive.

ser Name m

Passward User MNams [Full Narme Ciate
B Auditor, Bohb State of Minnesota bl

BB Buildingshell, Bob State of Minnesota bl
FJ Jones, Fred Wiest Central Minnesota Comr bM
Admin, Jane i State of Minnesota
Smith, Mary Jane Wi'est Central Minnesota Cormi ki

techanical, Mike State of Minnesota

1/11/05
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NEAT First Steps after Installation
5. Set Up Agency Users

The users for the State of Minnesota agency can be made inactive by first navigating to
the Agency screen (by clicking on the Agency button on the Main screen) and making
the State of Minnesota the current record. From there select the Contacts tab. From the
Contacts screen, each user will be made inactive, as described on the following slide.

Agency Name [State of Minnesota | state [MN_|

Agency Information | Contacts (4) enters (2) | Surveys (1) | Clients (21| Audits (2) | Work Orders (2) | Status History
Agency Name |State of kinnesota

Select the Contacts tab

State
Agency Type Other j State j
Federal ID MNum Zip Code
EIM Ehnng Mirmhar
Other D Nurn Navigate to the agency
Comment I‘eCOFd fOI‘ State Of

Minnesota by selecting
from the drop-down list

ew Client, Waork Order,

Eking this will autormatically

g

UMNcheck this box for all other Agency records (ie. Only ane
Agency recard can be the Default recaord).

J Select
Clients

REPORT
by Mame | J Select Report |Schedu|ed Audits
|<| ] I 5 » |>| | He| of| & Copy | Del Prewiew | Print ‘ PDF File | SnapshotFile |E>cp|u:|re I |1—‘SB|BC'(ED|

1/11/05
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NEAT First Steps after Installation

5. Set Up Agency Users

The first contact/user for the State of Minnesota agency is shown. Make this user inactive
by unchecking the Active check box. Then navigate to each of the other three
contact/users for this agency and follow the same process to make each user inactive.

EE Agency

Agency Name |State of Minnesota

| State [MN |

~ Agency Information - Contacts (4) ICDst Centers (2) ] Surveys (1) l Clients (2) | Aldits (2)] YWark Or

Active check box
is unchecked

%

)] Status Histury]

1/11/05

Contact Name |Admin, Jane | User Name |JA [ Adtive YWork Phone (B51) 222-6RER
Name Detail - First MI[ | Last[Admin | Cell Phone
Caompany Our Agency LLC Address 444 Gth Street Fager
™ Auditor Elr LInit Mumber Fax
"i Contractor L City Mahtomedi Home Phone
Crewy
™ Supplier i CS::E :’15:]15 j Sl
“Web Page
Comment
i S Name| LI Change LogOn Group and Password
by UserName| LI
by Campany| = Navigate to each of the
of (4 ] copy| Del | other Contacts by

selecting from the drop-
down list or using the
record selector

22



NEAT Fi

rst Steps after Installation

5. Set Up Agency Users

After making all four of the contact/users for the State of Minnesota agency
inactive, the next time that the log on screen is shown, the only users visible in
the drop-down list should be those that you set up for your agency. You will
have assigned them to a User Group (either “User” or “Admin’), provided them
with a password, and marked them as Active on the Contact screen.

In the example used in this document, the log on screen (shown below) should
now show only the two users that were set up.

Weatherization Assistant Log On

Liser Mame m j LogOn ‘
Paszeword ser Name [Full Marms [Group [Aqency State

Fl Jones, Fred User Wiest Central Minnesota Comr bM
MJS i _ smith, Mary Jane Admin

Wast Central Minnesota Comr bMN

Description: |Default backend database

1/11/05
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NEAT First Steps after Installation

5. Set Up Agency Users

User Groups

Currently, an agency contact can be assigned to one of two User Groups - “Admin” or “User”, or
not be assigned to a User Group at all. In general, an agency contact will only be assigned to one
of the two User Groups if the contact needs to be able to log in to NEAT. Agency contacts that
are imported via a downloaded file from eHEAT (contractor and crew records) will not generally
need to log in to NEAT. Agency contacts that are manually entered, such as auditors and other
NEAT users, will more likely need to log in to NEAT to perform data entry or other functions.

The assignment of a contact to have “User” or “Admin” permissions is done via the User Group
and Password screen which is opened by clicking the “Change Log On Group and Password”
button on the Contacts screen. The selection of “User” or “Admin” is done from the User Group
drop-down list as shown below.

EE| User Group and Password (Smith, Mary Jane) @

User Group | j

ser
Change Password

Mote: Passwords are case sensitve

Confirm Qld Password
Mew Passwiord

Confirm Mew Password

Apply New Password

1/11/05 24



NEAT First Steps after Installation
5. Set Up Agency Users

Description of User Group permissions

1. Admin

A contact assigned to the “Admin” User Group has permission to view, enter, edit, and
delete any type of data, including Agency, Client, Audit, Work Order, and Supply and
Setup Library records. The user will generally be shown a warning message when an
attempt is made to delete any of these records. This is currently the User Group level
that has the highest level of permissions in NEAT.

2. User

A contact assigned to the “User” User Group has permission to view, enter, and edit any
type of data, including Agency, Client, Audit, Work Order, and Supply and Setup
Library records. Currently the “User” permission level does not allow the contact to
delete any records, with the following exceptions. If the contact having “User”
permission is an Auditor or Contractor (Auditor and/or Contractor check box is selected
on the Client screen), that contact is able to delete Work Order records. In addition, if
the contact having “User” permission is an Auditor, that contact is able to delete Audit
records. The user will generally be shown a warning message when an attempt is made
to delete any of these records.
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5. Set Up Agency Users

Additional details of User Group permissions

1. Admin

Only a contact/user having “Admin” permission can assign user groups and passwords.
This means that only “Admin” users can create new contact/user records that can be
used for logging into NEAT. This is because a contact/user must be assigned to a user
group and have a password, in order to allow logging into NEAT.

A contact/user having “Admin” permission can change any other user’s password
without having to type in the old password in the Confirm Old Password field.

2. User

A contact/user having “User” permission can create new contact records within the
Agency, but does not have sufficient permission to assign the contact to a user group.
After a contact/user having “User” permission has been set up and assigned to the
“User” User Group by a person having “Admin” permission, that user can change their
own password if they type in their old password for confirmation.
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