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Introduction
In this document you will be shown how to create a user on the admin portal. You will need
the administrator role to be able to do this. You will also be shown security configurations.

How to Implement

Creating a user:
To create an admin portal user, navigate to the users tab.

Users
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To create a user, press the ‘+Add New’ button in the top right. This will take you to the user
settings page. To create your user, you will need to enter the following:

- User Name (Mandatory)

- Full Name (Mandatory

- Password / Confirm Password (Mandatory)
All other fields are optional.

Username

Full Name

External Identifier

Email Address =

Password change required,

Date password changed ute

Password Never Expires

Expiration Date BO

Disabled

e [ e | e romese

Other field uses:
- External Identifier is used to link to another system such as concept.
- Email Address is used to allow for a user getting notification to their email
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- Password Change Required means the user will need to change their password upon
first login

- Date Password Changes states the last time the password was changed

- Password Expires allows you to set an expiration date

- Disabled will disable the user and prevent the user from syncing / logging in

- Invalid Login Attempts is the number of logins attempts before the user becomes
locked

- Force Password Change makes the user change their password upon request
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