Module 15:
Managing Users

1- Add a user
o Click on the “Administration” Tab on the top home

screen
o Under “Manage Company Profile” click on “User

Administration”
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2- Add a user
« To add a user, click on “Add a User”

o A new screen will open.
o Enter the user's email address. Click “Ask User to
Join”
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3- Add a user

o Confirm information and click, “Send Request”

Send a Request to Join Your Company

ou have chosen to send a request to join your company to
tahern@leekenndy.com. The user will receive an email with the
detziks around how to register with iSgFt and accept or dedine this

request,

Are you sure you want to send this request?

@ Cancel

.

-

4- Change user roles

o Under “User Profiles” click on the name of the person

whose role you'd like to change

¢+ Company Profile (7)
= User Prafiles (Available User Licenses - 7 of 22) (7)

Requests

flois

Admin
Admin
Admin
Admin
Admin
Adrmreos

Admren
Adrmin
Admin
Adman

Adrmreos
Admin
Admren

Usas, Prajecs Mas,

Uses, Bicboard B,

Usar, Project Man..

Location

Quengy, Ma
Quincy, MA
Quiney, Ma
Quingy, MA
Guaney, MA
Quingy, MA
Quincy, MA
Quency, Ma
Quingy, MA
Queney, Ma
Quincy, MA
Quiney, MA
Quingy, MA
Quincy, MA
Quingy, MA
Quincy, MA

Fhone

(617) 212-2262
(617) 825-6530
[647) 825-6820

(603) 256:0671
(627) 825-5930
(627) 8258530
(627) 825-8030

[637) 825.5330
(627) 723-5052
(627) 825-6920
(617) 825-6530

Email Addresz
shackagaloSlest
joooresRisskenn
serameEleamane
tdrincollEleakenn...
cdunn@leekenne..
ifiodasFadenn
bifrary @leskerne
korassen Sleeian..
mszrnacyBleska
rharnady Slesks
tigleskennadyc...
epreodiechenne .
IpossarSlagkenn
dran@lesienned
ramich Shethente...

beac@lesiennad...

La=t Login
12/08/2023
12/15/2023
1271312023
12/11/2023
12/15/2023
12/08/2023
12/15/2023
127182023
08/16/2023
0424/2023
12/14/2023
12/15/2023
12/14/2023
12/07/2023
11/18/2023
12/13/2023

Last Updated
1IE020
10/10/2023
OF31/2020
027242023
05/18/2023
072202
0831200
12/072023
052212023
027072023
08/22/2023
02/08/2022
040212020
03221200
08/2E/2019
022212013
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5- Change user role

~| User Profile (Available User Licenses — 7 of 22) (7)
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6- Change user roles

o Use the arrows to move items in the “Available”
column to the “Selected” column.

o Click “Save”

Select Roles: (Available User Licenses - 7 of 22 (7)) »
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