
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Creating Users | Sites 

STEP ONE | Creating User accounts from Employee Profile 
 
In the persons profile, click the ‘Make User Button’ 
 

 
 
 
 
Ensure the person email address is correct and click ‘apply’’ 
 

 
 
Click ok on the pop-up 

 



 

  

 
 
 
 

 
Select the rights tab and scroll down to click edit. 
 

 
 
 
 
Select the tick boxes of the rights the person should have and click ‘save’ 
 

 
 
 
 
 
 
 
 
 
 



 

  

 

 
All Employee user accounts will default to Data Viewer, in the locations tab of the 
user account you will need to click Apply to give Data Editor status. 
 

 
 
 
 
 
 
 
 
 
*N.B If you change a persons rights while they are logged in, they will need to 
logout and then back in again for these changes to take effect. 
 



 

  

 

STEP TWO | Creating User accounts for contractors 
 
Click the person tab and select users 
 

 
 
 
Click add 
 

 
 
Click add as new 
 

 



 

  

 

Complete the mandatory fields and tick the boxes for the applicable user rights. 
Scroll to the bottom and click Save 
 

 
 
 


