
RISMedia’s ACE Administrator Guide 

 

Some ACE member accounts include administrative abilities to do things like manage 

members within their organization and create usage reports. Administrators will notice the 

word “Admin” in their ACE menu. Before proceeding, it is good to understand that ACE has 

three levels of users: Company, Office, and Individual.  

 

About ACE User Levels: 

Company Level - At the top there is one company level account. Typically the company 

owner, officer, or manager working on the owner’s behalf might hold this username. With 

the company-level username, the user can do things like manage all users and run usage 

reports to get feedback on how ACE is being used throughout the company. This account 

can also be used to connect to social media accounts that represent the company. 

 

Office Level - Under the company there can be one or many offices. Each office has its own 

unique username. Typically an office manager or administrator holds this username. When 

logged in the user can do things like manage individuals (typically real estate agents) who 

belong to that office, as well as get usage reports for the office. This account can also be 

used to connect to social media accounts that represent the office.  

 

Depending on your business’ rules, the office account might be in the name of the office, 

like “East Norwalk Office,” or in the name of an individual, like “Jennifer Smith, Manager.” 

 

Depending on your business’ rules, offices may or may not have the rights to modify 

portions of the office ACE account, like change the name or address, or these fields might 

be locked (for example, the office cannot change the company logo). 

 

Individual Level - These are typically individual members of the company and typically are 

in one of the offices (for example, real estate agent “Jennifer Smith” who works in the “East 

Norwalk” office of company “Jones Realty”). Individuals will not see the “Admin” option in 

their ACE menu.  

 

Depending on your business’ rules, offices may or may not have the rights to modify 

portions of the office ACE account, like change the name or address, or these fields might 

be locked (for example, the individual cannot change the company logo). 

 

 

 

 

 

 

 

 

 

 

 

 

 



Using ACE Admin: 

Click Admin > ACE User Admin to access frequently used administrative tools, including: 

 

Add New User - New member of your organization? Use this to create a new ACE account 

for them. 

Remove User - Has an individual left your organization or or no longer needs an ACE 

account? Use this to cancel their ACE account. 

Edit User - Does an existing ACE member need help adjusting their profile, like changing 

their profile picture or contact information? As an administrator, you can do this for them. 

Resend Welcome - Did a member of your organization lose or not receive their welcome 

email (which contains their username and option to reset password)? Use this to resend or 

generate copy and paste and send to them directly. 

Usage Reports - Want some insight on how your organization is utilizing ACE? Usage 

reports can provide a roster of all users, and/or a report on those who have successfully 

logged in, have never logged in, have not completed setting up their profile, and/or have 

set their account for auto-posting. 

 

 
 
 

 

 

 

 

 

 



 How to Add a New User 

Depending on your organization's business rules, a new employee might be enrolled in ACE 

by someone with the company-level login or by someone at the local office where the 

employee will be working. 

 

Company Level: When logged in with the company username, the user can add a new 

user to the company itself, or to offices within the company (for example, a new employee, 

“Jennifer Agent,” will be working out of the company’s “East Norwalk” office). The company 

admin would select “East Norwalk” from the office list and click “Add New User” to begin the 

process of creating a new ACE account in the East Norwalk office for new hire Jennifer 

Agent. 

 

Office-level administrators will have their own login, and, via the ACE Admin area, can 

click Add New User to create a new ACE account within their office only. For example, the 

admin for the East Norwalk office can login to create a new ACE account for new hire 

Jennifer Agent. 

 

1) If applicable, select the office that you want to add the new user to and click “Add 

New User.” 

 

 

 

 



 

2) Add the new user’s information. Email address, first and last name are required. Click 

“Add Member.” 

 

 



 

 

3) Complete the profile or send the agent a 

“welcome email” and let them login and 

complete the profile themselves. 

 

 

You will notice that some items, like 

company logo and even address, have been 

pre-populated.  

 

 

As the admin, you can elect to personalize 

the account on behalf of the new user. For 

example, you can upload the agent’s profile 

picture, add their mobile number, etc.  

 

Alternatively, you can send the welcome 

email to the agent and let the agent set up 

their account themselves. 

 

 

 

 

 

 

 

 

 

 

 



 
 

How to Remove a User  

Has an individual left your organization or or no longer need an ACE account? In the 

“Remove User” area, begin typing the user’s email address in the search box. The search 

box will look for all users in your organization.  When you have found the the user, click 

“Remove User.” 

 

Step 1: Start typing user email address… 

Step 2: When address is found, click the “Remove User” button... 

 

 

Step 3:  Select status as “Inactive,” select a reason, and (optionally) leave a comment. 

Click the “Cancel” button to process the closing. 

 

 

 

 

 

 



 
 

How to Edit a User 

Use this to edit a user’s information. For example, do you have an agent that needs help 

uploading their profile picture, or editing their contact information? Use this area to access 

their account, and then you can make changes for them.  

 

Note: You will NOT be able to set up social media connections for users; this will only 

let admins adjust the user’s profile. To help a user set up their social media 

connections, you would need to login to ACE directly as the user and then also need 

their social media usernames and passwords, or, simply refer the user to this video. 
 

 

Step 1: In the “Edit User” area, begin typing the user’s email address to find their account. 

Step 2: Once the email is found, click the “Edit User” button. 

 

 

 

 

 

 

https://youtu.be/zKKj20pOyOs


Step 3: Make desired changes to profile. 

Click “Update Profile” at the bottom to save 

the changes. 

 

 

 

 

 

 

 

 

 

 

 

 



 How to Resend or Generate a Welcome Email 

Did a member of your organization lose their “Welcome” email or need help logging in? You 

can instruct them to use the “Forgot password” option near the ACE login form, or can 

follow these steps to resend the original “Welcome” email from the ACE system. You can 

also use these steps to generate a copy of the email that you can copy and paste and send 

to them from you personally. 

 

Step 1: In the “Resend Welcome” area, begin typing the user’s email address to find their 

account. 

Step 2: Once the email is found, click the “Resend Welcome” button to get to the next 

screen. 

 

 

 

 

Step 3a Option:  Check box near “Run in Preview Mode” to generate a preview of the 

email first. This way you can see what the system will be sending. If you like, you can copy 

and paste it into your own email and send personally to the user. 

 

Step 3b: With the “Run in Preview Mode” unchecked, click “Generate Email” to send the 

welcome email directly to the user from the ACE system. 

 

Done 

 



 
 

Usage Reports to Gain Insight 

Want some insight on how your organization is utilizing ACE? If you are logged in with the 

company-level login, then you will have option to see reports for all users in your company. 

If you are logged in with an office-level login, you will be able to see data from all users in 

your office. 

 

These are some the reports that are available*: 

 

● Successful Login - Shows all the users who have successfully logged in 

● Never Logged In - Shows all the users who have never logged in 

● Roster - Shows a roster of all Active ACE members in your company or office 

● Auto-posting - Shows users who have set up auto-posting 

● Missing Headshot - Shows members who have not uploaded headshot (gives insight 

as to how much of set-up the user has completed) 

● Accounts with no social connection created - Shows accounts that have not set up 

auto-posting 

● Auto-Posting Detail - Shows specific social media accounts selected for auto-posting 

 

Step 1: Select a report. 

 

Step 2: If you are logged in with a company-level login, you will see the option to run 

reports to specific offices or for the entire company. Select one. 



 

Step 3: Select a format. “CSV” is a great choice if you’d like to see this data in a 

spreadsheet (e.g., Excel). 

Step 4: Click “Generate Report.” Depending on size, this may take a few seconds. 

Step 5:  A message, “Your report has been generated, click this link to download.” Will 

appear. Click the link and the download will start. Open the file to review. 

 

 


