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Creating New Users in TraCS 10 

 
It will be necessary at times to manually add users into the TraCS 10 User Table, either 
because a new user starts on the job, or a brand new installation of TraCS is taking place with 
no existing users or user tables to convert. 
 

1. Select User in the TraCS Configuration Manager. 
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2. Select Add User from the menu options. 
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3. Fill in the Fields as shown in the screen shot below until you reach the field for Access 

Levels.  If using groups, new users need to be added to their groups from the Group 
section of the Configuration Manager, see the Groups section of this document.  ** 
Secondary User ID is the badge number of the user and needs to be entered there. 
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In TraCS 10 there are 16 different pre-set access levels that can be applied to a user.  The 
access levels are cumulative, so each step up must have all the levels of the previous level 
plus the ones for that level.   
 

 
 
Read Only users must be provided with “Basic User“,“NYForms“, and “Statuses“ levels to 
function in TraCS. 

Reporters must have all of the above basic levels plus the “Reporter“ level so they can create 
and edit their own forms. 

Supervisors must have all of the Access levels a Reporter has plus the “Supervisor“ level so 
they can have supervisory rights over the other users. 

User Editor – Users or Supervisors who will be responsible for creating or editing user profiles 
or if they must re-set passowords will need the “User Editor” level.  These user(s) will be 
determined by the site and the access levels must be applied as needed. 

Sealing - TraCS 10 now provides the ability to Seal records.  Supervisors will have the ability 
to Seal records.  Per Department policy, individuals may be assigned the roles “View 
Seal“,“PrintSeal“, and “Unseal“ records.  Again, these user(s) will be determined by the site 
and the access levels must be applied as needed. 

Archive/UnArchive - TraCS 10 now provides the ability to Archive and Unarchive records.  All 
users will be able to view Archive records. However per Department policy, individuals may be 
assigned the role to “Archive“ and “Unarchive“ records.  Again, these user(s) will be 
determined by the site and the access levels must be applied as needed 

The 0001 SystemAdmin user will have all of the Access levels to be able to run and support 
TraCS as needed. 
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Associating Users 

If creating a user that will need to see or manage other user’s forms, you are going to need to 
associate users to that Supervisor role so the User can view, edit, and take action on the forms 
of other users.  When editing a user or multiple users (mass updating) in the User Editor, you 
can select associated users and users group for the user(s) being edited.  Note, Reporters do 
not get associated with any Users or Groups, only Supervisors and above, the System Admin, 
and any records/clerical users that need read only access to all forms. 

1. As before, select the User tab from Config Manager and then pull up your list of users.  
Double click the user you want to edit or highlight user and select edit user.  Then select 
Edit Associated Users from the menu. 
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2.  A user can be associated with individual users or to one of the User Groups.  Each 

installation has an agency group, i.e. “my PD”, which is the typical association.  If 
associated to the Group the user will then be associated to all the Users within that 
group.  If a group is not selected, the user will only have rights to the individual Users 
that were selected. 

 
 

 
 
 

3. After choosing your associations, click Apply, Ok, then Ok again to close the User Edits.  
You have successfully associated a Supervisor with other Users. 

 
** The SystemAdmin account needs to be associated with all users and or groups to 
successfully support TraCS. 
 

Individual 

User 

Association 

 

Group 

Association 
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User Export Process 

 
Exporting users out to the cars can be done by doing a start shift, when using USB thumb 
drives.  However, if you are using a wireless solution it is necessary to create user files.  The 
user file is a way to save all of the data about a particular user into a separate file to be 
exported out to the Field Units via TraCS Transfer or other wireless solutions.  This process 
MUST be done any time changes are made to a user profile in the station. 
 

1. In the Config Manager open the User tab, then click search to pull up your grid of users.  
Once your grid is displayed, highlight the user(s) needed, or hold the ctrl key down to 
select multiple users and then click the Create User Files button. 
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2. Select the Apply to All check box, and then Yes if working directly on the server, click 

No if working from a workstation and point the path to the User folder on the server. 
  

 
 

3. To check the creation of the user files go to C:\Documents and Settings\All 
Users\Application Data\TraCS\Users and see if the Users selected from the grid are in 
the user folder. 

 
 

 
 

4. Once the User files have been created you can now use the Update user feature within 
TraCS Transfer.  This process will only need to be done during a new server install, 
when new users are added, or when changes are made to a user’s profile, ie. Signature 
change. 
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Agency and User Defaults 

 

Agency and User Defaults are created and edited in the User Defaults Editor.  All defaults are stored as 

default ID’s, either individual or agency.  The User Defaults Editor is where labels, fields, and visual 

settings can be pre-configured for users in TraCS.  Settings must be stored within a default ID. This 

default ID can then be applied to users upon creation in the User Editor.  If using the conversion wizard, 

previous defaults from TraCS 7 will be converted to TraCS 10 and applied to users.  This editor is 

necessary to create new Agency and User defaults (New Installs or new User creation).   

1. In the Config Manager select the User Defaults button. 
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2. Click the Add button from the menu at the bottom of the screen and type in the name of 

the agency default ID (10 Character limit) that you are creating and click Ok. 
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3. Highlight your newly created default ID from the list and select Launch Field Defaults 

Editor. 
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4. Start creating your defaults referencing the spreadsheet of default values provided in 

the install documents.  Highlight the desired default on the left, then enter the default 
value on the right and select the Retains Last Value from the drop down.  Continue 
down the list until your desired defaults are set, and then click Apply and Ok. 
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5. To apply your defaults to Users go to the User Editor from the Config Manager and pull 

up your list of users.  Select the user(s) you wish to edit and scroll down to the Location 
Defaults ID and type in the name of the default ID you would like to apply to that user, 
click Apply and Ok. 

 
 

 


