
How to create a new user in Portal



Company Profile page

NOTE: Only Admin users in Portal can create or 
delete other users.

You can check who within your company has Admin rights:
1. Go to the Company profile page
2. In the Contacts table (located towards the bottom of that page)
3. Look for users with Admin under the ‘Portal Access Role’ column.



Dashboard

Only Admins will see the Manage Access page. Click here.



Manage access page

John Smith

1. Click here to create a new user.

2. Fill out the form and click Submit.

NOTE: A Portal Access Role must be selected. 

STAFF – User is be able to submit MoA/WWRR apps etc.
ADMIN – User is able to do everything that a Staff can do but also 
create and delete other users.



Manage access page

John Smith

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.
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