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Create/Manage User Accounts

Add 

Personnel

(Grants Portal Users with specific roles)



Add User Accounts
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Step 2:Click on 

Manage Personnel

Step 1:Click on 

Organization 

Profile



Add User Accounts
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Create Direct Personnel
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Click 

Direct 

Employee



Complete Personnel Information
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Complete 

Information

Click

Save



Add Contractor/Consultant Personnel
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Click 

Contractor / 

Consultant



Complete Personnel Information
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Click 

Save

Complete 

Information



Provide Roles to Personnel
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Manage Organization Roles
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Add or Remove Roles

Step 1: Click boxes 

to select role

Step 2: 

Click Save
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Place mouse over “?” 

for definition of role

Green check will allow 

personnel to perform 

those functions



Manage User Accounts
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Step 2: Click 

magnifying glass

Step 1: Click 

Organization Personnel



Manage User Accounts
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Step 2: Click  

Manage

Step 1: Click arrow to 

open Roles bar



Send Temporary Password
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Click Send 

Temporary 

Password


