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Introduction 
 
This job aid will outline how to manage XtdForce users on your account. Only individuals with 
the administrative role will have the ability to add/edit users. 

Adding a New User 
 

1. On the Administration page, click + New User. 
 
 
 
 
 
 
 
 
 
2. Enter the new user’s name, create a User ID for the individual and enter their Email. 

Select their Status from the drop down and select their Role (Admin, View, Update, 
Summary) with the necessary level of access.  

 
 
 
 
 
 
 
 
 
 
 
 

3. Create a Password for them and click Add New User. 
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Editing an Existing User 
 

1. Under Administration, click User Management. 
 
 
 
 
 
 
 
 
 

2. The list of Users will display. Select the checkbox for the user you wish to edit and 
select Edit User from the Action drop down. 

 
 
 
 
 
 
 
 
 
 
 
 
 

3. On the Edit User pop up you can edit the user’s personal information, change their 
status, or change their level of access. Make necessary edits and click Update 
user. 
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