Add a New User to the System

1. Navigate to Account-> Users Advanced module via the left menu bar.

A CHEVIN : Tab: Active:A(]

Vehicles Overdue ... § Due for Replacement Underutilized v

Vehicle ID

License Plate Make Model year Odometer Vehicle ID Dista

YPFAO709 130811M FREIGHTLINER 2000 863,205 00002310 0
All Fuel XHF28089 130771M FREIGHTLINER 1999 736,110 01173339 0
XPA27128 130715M FREIGHTLINER 1999 732,550 01173339 0
YPFAO711 130806M FREIGHTLINER 2000 652,437 01173339 ¢}
YPFA0710 130812M FREIGHTLINER 2000 647,055 01173339 o
Vehicle ID License Plate Work Order Number Job date Work Order Status LABOR COST PARTS COST
TES'B&H &Wﬂ ﬂ\ﬁm MZ&MI 'WIPEXT 1,977,292 2674310

2. From the Users Advanced screen, click the “+” to add a new user.

¢r Users Advanced Shift » Space Q ﬁ x 87 @
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Filter Columns ~ Contains v || \ ‘ Q Clear fix) Pivot Query Inherits from

(] Username ¥ T Driver Name T Username T Inherits from T Systemaccess ¥ Expirydate T Keywords T Vehicle Y Drivers T Repairs T Utilities T Fuelmodule ¥ Stock T
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3. Complete the User ID, Password and User Name.



Users Advanced | Module | Password details | Access Log | INI Codes | Advanced Reports | Documents

Username H User name l I
Passward i Organization v o
SAM Il Employze Number Driver Name o
Mechanic i f Localizavon v Role v
Agency ve
Shop Lacation o Default shop
Job Title
v o Locale v
Assignment fiame v e Company ve
Network account Bandvidth model Auto ~
Log in IP Address Options Menu v
System access - Limred Functionality User Mo
Homepage
Inherits from v Sessian Timaout Time o
Created By CHEVIN:NIPA 312012021 Changed By ChangedDate  [IF¥
Telephone Email =

Mobile Telephone

o
User can change thewr password? — No v ¥
Authorization Manager v 0
Authorization marager (2) v No v
Record keyword o
Keywords

Upload signatuire Upload Home Page Logs

4. Complete other fields as needed. User can inherit from a template profile through “Inherits From”
drop down option.

Agency v 0
Shop Location o

Job Title

Country v 0
Assignment Name v 9

Metwork account

Log in IP Address

System access g

Homepage

Inherits from I e

Telephone

Maobile Telephone
Expiry date I =]

User can change their password? No W

5. Save the record by clicking “Save”.



Password life (days) [}]

Portal delegate v
Authorization Limit 0
Authaorize No W

Failed Log ins 0

6. System shows browse view where you can see the new user.
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