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Navigating to the New Administration Page

You should now be able to view a link called BlockNet Admin toward the end of the list of links in the top navigation menu.
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If you click on the BlockNet Admin link you will see a selection for User Groups. 

Access to view pages in BlockNet or special permissions to publish or administer accounts are handled through groups. A user must be a member of a group to be able to view pages that group can view or perform functions that group has permission to perform.

Click on User Groups and you will see the following display.
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The User Search link allows you to search for a particular user or group of users. The New User link allows you to create a new account. If you click on the plus sign next to Groups, you will see a list of the names of groups you have access to and the number of accounts in the group.

Searching for a User or Users
Click the User Search link.
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As in the previous account administration, you can search for users by completing the relevant fields. 

However the search has been improved with the addition of a wildcard character. This means if you enter White% in the Last Name field you will not only get people with the last name White but also users with last names that begin with White like White-Bogucki. 

Click Submit to see the results of the search. If there is only one account that matches your search, then that account will display similar to as it has always displayed.

If there is more than one result, however, the results will display in a list.

Click on the link for the user you want to view and the account will display.

Make changes to the account and submit. See the section Creating Accounts for explanations of the new fields and changes to existing fields.

SUBMIT

When you have completed the account creation or changes, make sure you click Submit or the changes will not be saved.

Creating Accounts

Click on the New User link to open a blank account page.

Most of the fields will be familiar to you. There are some important changes.

PeopleSoft ID: This field is used for US Associates. The field is not required. Do not user this field. If you enter anything in this field it could prevent the user from logging in because if there is an entry it is checked against a list of active numbers.
Department ID: In this field, you may enter any numeric code for the department(s) or locations(s) that the user belongs to. This is not a required field. You can enter multiple department numbers. Just type the number in the field next to the add button and click Add.
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The number will appear in the list box to the left of the Add field.
If you want to delete a department number, click on the number in the left field to select it and click the Delete button.

Group Membership

User groups are now being maintained from a list rather than clicking buttons. The groups available for you are listed in the Available Groups section. For Canada, that is TaxNet View Canadian Section, TaxNet View Common Section, and SecurityCanada.
To add a group to a user’s account, click on the group under Available Groups and click the Add button.
The group will appear in the Group Membership field. This field displays all the groups the user belongs to:
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To remove a group from an account, click on the group in the Group Membership field and then click the Remove button. The group will disappear from the Group Membership field and appear back in the Available Groups window.
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