
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Creating User Accounts 

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’’ 
 

 



 

  

 
 
 
 
 

 
 
 
 
 

In the persons profile, click the ‘Make User Button’ 
 

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

 
 
Select the rights tab and scroll down to click edit. 
 

 



 

  

 

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

 
 
 
*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. 
 
 


