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7.1 MarkeTrak Administrator’s Guide
MarkeTrak Participant Administrator Roles and Responsibilities

The MP Administrator will be responsible for establishing and maintaining the users associated with their Market Participant organization.  This section of the MP User Guide will provide detailed instruction for adding, copying, editing and deleting users from the MarkeTrak system.  MP Administrators will only be able to establish or maintain users associated with their organization.
The MP Administrator will be responsible for maintaining the MarkeTrak Rolodex. This is the list owned by each MP Administrator which determines the destination of Notification Emails. Please refer to Section 7 for detailed instructions
The MP Administrator will be responsible for maintaining the MarkeTrak Contacts List. This is the list owned by each MP Administrator which provides contact information for each MarkeTrak user for that company. Please refer to Section 7
The MP Administrator will also be responsible for Report Management
. – creating reports for any person under the same DUNS and that person being able to run the report.
The MP Administrator is responsible for clearing Locks
Note:  ERCOT must establish the MP Administrator account and the Rolodex contact affiliations for a particular MP organization before any of these instructions can be accomplished.
7.1.1 Add a New User
The addition of a new user is a process by which the MP Administrator will establish a user profile based on the digital certificate, which provides the user contact information (“General” tab), assigns privileges (“Membership”tab), set display settings ( “Preference” tab)  associates the user to the MP company record.

1. In order to add a user, the MP Administrator must have the user’s employee id. The Employee ID can be found on the user’s Digital Certificate by following these instructions. These instructions must be done on the user’s computer where the digital certificate is loaded.

1. Open Internet Explorer.

2. On the taskbar, click Tools

3. Select Internet Options

4. In the new window, Select the ‘Content’ tab

5. Select Certificates, the certificate window will show all the digital certificates installed on that computer

6. Highlight the digital certificate, then click View

7. Click the ‘Detail’ tab within the next window

8. In the window, highlight the ‘Subject’ line

9. All details, such as the Employee ID are located here

2. The MP Administrator logs into MarkeTrak and selects the Administrator link (Fig 7.1.1a)

Fig 7.1.1a
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3. In the new window, select the Add User link (Fig 7.1.1b)

Fig 7.1.1b
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4.  On the General Tab, key in the user information requested. 
Login ID: Please include the Login ID in the following format:

DUNS$Employee ID
Example: 123456789$JDoe0506

Please note employee id must match the digital certificate exactly.
Follow the process as outlined in step number 1 to find the user’s employee id.

Password: This field should be left blank. Please note that when this field is left blank, asterisk will appear. 

Full Name: Please include the name in the following format.

First Name (space) Last Name-DUNS

Example: Jane Doe-123456789

Please note do not leave a space between the Last Name, dash and DUNS. This identifies who the user is logged in as in MarkeTrak. It is very important to include the DUNS at the end of the name.

Phone: Please include the user’s phone number.

E-mail: Please include the user’s e-mail address

E-mail Aliases: Please include the user’s alias e-mail address if applicable.

Product Access: Select User

Associated Contact: Select Create/Update Record from user

Fig 7.1.1c
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5. On the Membership tab, from the Not a Member of column, select DUNS, All FT_ALL Users – External (TDSP/CR), Detailed Report Privilege and your MP type queue (either TDSP queue or CR queue) and use the right arrow to move these selections to the Member of column. (Fig 7.1.1d)

Fig 7.1.1d
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6. On the preferences tab, select use 24 hour clock. Use this screen shot as a starting point for other preferences settings. Click the OK button when complete. (Fig 7.1.1e)

Fig 7.1.1e
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7. The next step in the user creation process is to associate the newly created user with your company. This step is accomplished by selecting Manage Data from the MarkeTrak main screen. (Fig 7.1.1f)
Fig 7.1.1f
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8. On the Manage Data screen, select Contacts from the Manage drop down list.  Lookup the user that you just created by first and/or last name. Select the user you created and click the Update button. (Fig 7.1.1g)

Fig 7.1.1g
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9. You are required to select a company record to associate the new user to.  You can search by DUNs, company name or MP type. For simplicity, it is recommended you search by DUNs for the company search. Once the appropriate company has been selected, click the OK button to complete this step. (Fig 7.1.1h)
Fig 7.1.1h
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10. The new user will not be able to see MarkeTrak issues that have been submitted prior to the user creation date. In order for the new user to see prior issues, the issues will have to be “touched” by adding a comment or transitioned. ERCOT generated a public report to find all the issues prior to the user’s creation date.

11. Select the Reports tab, search for the report named: Find Issues prior to “Last Modified Date” Selected (this report will pull back all issues included bulk issues) or  Find Issues prior to “Last Modified Date” Without Bulk (this report will pull back only D2D and DEV issues)

12. Select the report, add the user’s creation date and then run the report.

13. Then perform a Mass Update by following the steps in Section 1.4.3.
7.1.2 Editing an User

The MarkeTrak Administrator may update a user’s profile at any time. This includes the information on the General, Membership and Preference tabs. For an example, the user receives a new digital certificate and their login ID needs to be updated to reflect the new employee id. 
1.The MP Administrator logs into MarkeTrak and selects the Administrator link (Fig 7.1.2a)

Fig 7.1.2a
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2. In the new window, search for the user by user name or login id (Fig 7.1.2b)

Fig 7.1.2b
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3. Highlight the user and select the Edit User link located at the bottom of the page. 

Fig 7.1.2c
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4. Any field on the General, Membership and Preference tab can be updated. (Fig 7.1.2d)

Fig 7.1.2d
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5. Once the update has been made, select OK to save the changes.

Fig 7.1.2e
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7.1.3 Copy a User


The MarkeTrak Administrator has the ability to add multiple users by using the copy user feature. This will create a new profile, which automatically populates the Membership and Preference tabs. Updates will need to be made to the General tab only.

1.
The MP Administrator logs into MarkeTrak and selects the Administrator link (Fig 7.1.3a)

Fig 7.1.3a
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3. In the new window, search for an existing user by the user’s name or login id (Fig 7.1.3b)

Fig 7.1.3b

[image: image29.png]2 MarkeTrak - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Qw0 NAG

sowts Jproes @rets @) (2~ 2 ) B

aciress | €] itp:]110.5.1.7 fmrackénonitmirack.di VB0 s >

ERCOT

WarkeTrak

Home  Submit Search Reports Settings

Actve Hems
Browse Reports

[ ERCOT Projects (28)
[ Multi-view Reports (2)
3 Buitn Reports (25)

Search Reports
Show My Projects | Manage My Projects
Reload | Save | Help
Favarites
Public Folders

DSearch:| | »

(a5 Test MPacinin)

MarkeTrak

Manage Data | Legal Disciaimer | TML | Adminstraor | Help | Ext

Launch Page

K Addlink in your Favorites

Create New ltern

Manage

Contacts v

First Name: [test
Last Name: [user
Company: [ (None)

000000000, Tes{TDSP, TDSP
003864907, San Patricio Electric Coop, TDSP
007360713, Southwestern Electric Power Ca, TDSP
007923311, AEP - North, TDSP

Lookup Resus: Contacts: 0
user test- (None) &

1 itern(s) found,

Create New Contact

Contact user, test - (None)

test

user

User Name: testuser

E-mai
Phone Number: 5125555555
Company: (hone)

Address 1:

Address 2:
city:

state:
Country:

Zip Code:
Fax Number
WMobile Numb

EIChange History
5/3/2006 8:36:09 AM, Submitted by Hank Moore.

estussr@anysp.com B

Actions,

[=1=1

(selectane) v

&

[® e




[image: image15.png]2 MarkeTrak - Microsoft Internet Explorer

Ele Edt View Favories Iools Hel

P R
Qo O A @ ) P oo @3- 2 S[LE B
ez | €] nitps: #markelrok ercot com B443Amirack dIPStdPageaTemplte=adminarapper v
Lirks ] ERCOTWeb Mal ] Google &]Intranet ] CNET &) Evite ] omal E]LMS @] MarkeTrak (] Retel Testing Webste (&] Serena Collge. (2] Siebel Energy &] THL
004 @ B - | {¥ vosknarks~ Eavviocies W check + il - i [ Ssmator @ setings~

MarkeTrak

Joe Citarello-Admin-183520049  Clear My Adin Locks | About MarkeTrak

Search for Users

Test User

Add 3 User.

| pscussons~ | 1) B €323 | 121 | @ Discussions not available on hetps:fjmarketrak.ercot.comi8443/
& 8 @ memet





3. Highlight the user and select the Copy User Link, located at the bottom of the page. 

Fig 7.1.3c
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4. This will create a new profile, which automatically populates the Membership and Preference tabs. Updates will need to be made to the General tab only. Follow formatting outlined in Add a New User..

5. Once the information has been inputted on the General tab, select OK to save the changes.

7.1.4 Remove User Access
The removal of an existing MarkeTrak user’s access is a process by which the MP Administrator will remove product access associated with their company.  The user’s contact record, located in the Manage Data section of MarkeTrak, must be deleted.
Note:  Extreme caution should be used when executing this process.  ERCOT assistance will be required if a mistake occurs.
1. The MP Administrator logs into MarkeTrak and selects the Administrator link (Fig 7.1.4a)

Fig 7.1.4a

[image: image17]
2. Search for the user by either username or Login ID. (Fig 7.1.4b)

Fig 7.1.4b
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3. Highlight the user and click the Edit User link. (Fig 7.1.4c)

Fig 7.1.4c
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4. On the Membership tab, highlight all groups and click the left arrow button to remove group membership association with this user. (Fig 7.1.4d)
Fig 7.1.4d
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5. On the General Tab, Set Product Access to None and select Delete Associated Contact Record. Once this is complete click the OK button the complete the process. (Fig 7.1.4e)

Fig 7.1.4e
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6. Product Access is now set to none. The system will no longer allow this user access to MarkeTrak (Fig 7.1.4f)
Fig 7.1.4f


[image: image22]
7. If the user attempts to sign on to MarkeTrak the following error screen will be presented to the user. (Fig 7.1.4g)

Fig 7.1.4g
[image: image23.png]2 MarkeTrak Login Failure - Microsoft Internet Explorer

Fle tt Vew Fovolss Toos Felp 13

Q- O M B G Ds drroens @res @ - 23 A B

ke ] 105,071 s ackonfrtrac.

MarkeTrak Login Failure

This page indicates there may be an issue with your MarkeTrak login credentials

Possible reasons include:
* Aninvalid digital certificate

* An invalid MarkeTrak userid

Please contact your MP Admin to resolve this issue

Copyright (¢) 1996-2005 Serena Softwae, Inc.
‘All Rights Reserved

Elooe © emet





7.1.5 Rolodex Management

The MarkeTrak Administrator for each company is also responsible for managing the MarkeTrak Contact Rolodex, which is contained in the Manage Data section in MarkeTrak. Please follow the steps outlined in Section 1.7 MarkeTrak Rolodex to manage the following contact types.
Contact Category
Issue Type
Sub Type
D2D – Inadvertent    
 = D2D

Inadvertent Switch (IAS)

D2D – Safety Net  
 = D2D

NONE

D2D – Other

 = D2D

All Besides IAS

DEV – LSE
      
 = DEV

LSE

DEV – Usage

 = DEV

IDR Usage, Non-IDR Usage

DEV – Other 

 = DEV

All besides LSE, IDR Usage, Non-IDR Usage

LPA - Other
    
 =DEV

Load Profile

It is very important to keep these records up to date since these are the recipients of the automatic notification e-mails. The timelines for these emails are outlined in Section 9.2

7.1.6 Administrator Change

Each Market Participant will assign an individual as their MarkeTrak Administrator.

1. The primary business contact for your company will need to complete the ‘MarkeTrak Administrator Change spreadsheet’

The ‘MarkeTrak Administrator Change Spreadsheet’ can be found on the MarkeTrak Information Page

http://www.ercot.com/services/client_svcs/mktrk_info/MarkeTrak_Administrator_Change_Delete_Form.xls
2. Please complete Row 10 of  the ‘MarkeTrak Administrator Change Spreadsheet’ accordingly

Row Type – This is required. Each company will have one MarkeTrak Administrator

Action – populate this field with CHANGING

Existing Administrator – If Action = CHANGING, should the existing MarkeTrak Administrator rights to be deleted or updated as a user? Please indicate DELETE or USER in this column

MP Type -  Indicate if the MP is a CR or a TDSP

Company DUNS – This is a required field for the MarkeTrak Administrator. Only populate this field with one DUNS number.

Employee ID from Digital Certificate – This is a required field for the MarkeTrak Administrator. Employee ID field must be unique for the MarkeTrak Administrator. The Employee ID can be found on the Digital Certificate by following the steps out lined in Section 7.1.1
Employee First Name – This is a required field. Populate this field with the first name of the employee

Employee Last Name- This is a required field. Populate this field with the last name of the employee

Employee Email – This is a required field. Populate this field with the employee’s work email address

Employee Business Phone – This is a required field. Populate this field with the employee’s business phone number.

New DC Issued since 4/15/06 – Populate this field with a Y
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Employee ID from Digital Certificate: This is
a recquired field for the MarkeTrak Adrministrator
Ermployee ID field must be unique for the
MarkeTrak Adrinistrator. The Erplayee ID can
be found on the Digital Certificate by following
thes instructions: 1. Open Intemet Explorer 2.
On the taskbar to to Tools>>Intemet Options 3
In the window that pops up click on the content
tab 4. Click on certificates 5. The certificates
window will show all the digital certificates
installed on that computer 6. Highlight the

certificate you want to see then click on Viewto Employee Ema
see the details 7. Click on the Details tab Employee First Name: This Employee Last Name: This This is a required field. Employee Business Phone:  New DC Issued since 4/15/06: This is a
within the next window 8. Highlight the subject is a required field. Populate is a required field. Populate  Populate this field with This is a required field. Populate required field. Populate this field either with a
line. All details, such as Employee ID, for the  this field with the first name  this field with the last name  the employee’s work  this field with the employee's  "yes” or "no” depending on when the digital
cerificate are located here of the employee of the employee ermail address business phone nurmber. certificate was issued
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3. Send the completed ‘MarkeTrak Administrator Change Spreadsheet’ to your Retail Account Manager at ERCOT.

4. ERCOT’s MarkeTrak Administrator will make the change based off the information given in the spreadsheet.

5. Your Retail Account Manager will notify the primary business contact when the change has been made. 

6. The new MarkeTrak Administrator will have Administrator rights immediately following the change.

7.1.7 Administrator Reporting Responsibilities

The MarkeTrak application contains a vast amount of reporting options. Many of the reports that a user will find useful have already been created and saved into the application. The user can also create and save ad hoc reports.

The Company’s MarkeTrak Administrator can create ad hoc reports and allow all users within that company to access these reports or the Administrator has the option of making them private. 

7.1.8 Clearing Administrator Locks






�Karen – please add verbiage


� I would like to go through  this process at the meeting  - the last time I deleted a user it completely removed  them from the list
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