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User Management 1- How to Create a
User in DocuWare
This guide provides step-by-step instructions on how to create a user in DocuWare. It
includes details on entering user information, setting passwords, and configuring
additional options. If you need to create new users in DocuWare, this guide will help
you navigate the process effectively.

1 Click the drop-down next to the site/user name:

2 Click "Configurations"
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3 Choose "User Management"

4 Select "New user"
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5 Enter first name, last name, and email address (you will not be able to save
without an email address)

6 You can choose to send the user a link to set their password once they have been
created. Keep in mind- the link expires quickly, as short as 15 minutes. The user
should be aware to look for the link email.
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7 The other option is to set a generic password now and send the new user a link
when they will be able to access the link email.

8 Choose whether the user's password will expire. If it will expire, a password policy
will need to be set under Configuration>Organization>Settings>Security>
Password Policy.
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9 Choose whether to create a personal document tray that is only accessible by the
user.

10 Click "Save"

11 Additional configurations will be covered in subsequent documents.


