How to create a new user in Portal
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You can check who within your company has Admin rights: fresmie
1. Go to the Company profile page contacts
2. Inthe Contacts table (located towards the bottom of that page)
. . Full N + Email Mobile Ph Portal As Rol Actions
3. Look for users with Admin under the ‘Portal Access Role’ column. e = S
AZ A21234@hotmail.com 00069 Staff (]
Danny Moorhouse dmoorhouse@frithsplumbing.com.au - (]
Danny Moorhouse dmoorhoul123123se@frithsplumbing.com.au - Staff ]
Gohan Goku Testttt@hotmail.com - (]
Goku Bulma andez_@hotmail.com - Staff (]
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H John Smith
Full Name p Email Mobile Phone Portal Access Role Actions
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2. Fill out the form and click Submit. .au _
General )
NOTE: A Portal Access Role must be selected. Firat Name * Last Name *

Admin — these individuals have the most access for a user. They can add/delete/amend staff members and do
all the same functionality that Staff accounts, as well as activate and deactivate Impacts.

Email *

Staff — have the ability to edit/submit MoA and WWRR applications, view progress of applications, download et Phone” i
documents relating to applications, activate and deactivate Impacts and update their own profile page. R ‘ ‘
Traffic Controller — have the ability to activate and deactivate Impacts, view the progress of applications, Roles
download documents relating to applications but cannot submit applications or edit any existing application. morent Arcee fote
° -

Traffic Controller — Restricted — can only activate and deactivate Impacts and update their own details on the
profile page.
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3. Find the user from the Contacts table (on the Manage access page) that was
just created. Click the arrow under ‘Actions’ column and select ‘Send Invitation’.

NOTE: A message will appear stating ‘The workflow has been initiated.” The new
user should receive the Invitational email within a few minutes.




