User Management 2- User List Options M Sl

METRO SALES INC

This guide provides step-by-step instructions on various options available in user
management, including sending password register/reset links, editing user entries,
copying users, and deleting users. It also emphasizes the importance of
understanding the differences between locking and deleting a user. If you need to
manage users effectively, this guide is a valuable resource.

1 Click on the drop-down next to the user/site name:
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2  Click "Configurations"
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The tray is empty. Drag documents here or use the Import function.
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Choose "User Management"
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Highlight the user's entry line for the following steps.

To send a password register/reset link, click here:
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An email will be sent out to "brian.ford" to reset the password

7  To edit the user's entry, either click on the user's name or click here:
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8 To copy a user to create a new user with similar properties, choose "Copy",
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9  And make the desired changes.
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10 To delete a user, click this icon.

**IMPORTANT- Do not delete a user before reading the document covering
the differences between locking and deleting a user**

sroups Roles Function Profiles

Q Filter

Locked  Active Roles/Groups Delete

v 3
v C
v 2

3
v a
v 3
v 2
v 2

11 Click here

Are you sure you want to delete user "brian.ford"?




12  Hover over this icon to view the Role/Groups assigned to this user.
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