Employer Portal User Training Guide

Admin Panel
The account administrator can manage user access under the Resources tab. Select “User Access” to view the users that
are registered on the portal. To add a new user, click the green “Add user” button on the upper right-hand side of the
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User access & Print

Username First name Last name Email
Username First name Last name Email
Ksmithooo2 Katie Smith KSmith@youremai.com
Jlanes0002 Jennifer Jones Jlanes@youremail com
WSMinoooz \ichas! amith WSmith@youremai com
CTaylor002 carol Taylor CTaylor@youremail.com
BRoss002 Ben Ross BRoss@youremail.com

Add New User
Once you click the Add New User button, you can enter in the username, first and last name, email address and phone
number as well as assign the user’s permissions. You can also select the groups to assign to the new user.
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Add user
User information Permissions
Client info Manage users
$0000002 View billing
Username Make payments (requires view billing)
Online enroliment
User First name User Last name
Email

Phone number

Access Level

Parent Group

Select Al
012345 - ABC Trucking Company -

Cancel m
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Updating Existing Users
If you need to modify a user’s permissions, grant or remove access to groups or change a user’s first name, last name,
email address or phone number, click on the Username of the user you’d like to modify.
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Username First name Last name Email
Username First name Last name Email
KSmith0002 Katie Smith KSmith@youremail.com
Llones0002 Jennifer Jones. Jlones@youremal.com
MSmitho002 Michael Smith MSmith@youremai.com
CTaylord02 Carol Taylor CTaylor@youremai.com
BRoss002 Ben Ross BRoss@youremail.com

The user’s information will be displayed on the User Detail page. To modify the user record, click on the “Edit” button in
the upper right-hand corner of the page.
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User Details

User information Permissions

Client Manage users

50000002 View billing

Username Make payments (requires view billing)
KSmith0002 Online enroliment

User first name User last name

Katie Smith

Email

KSmith@youremai.com

Phone

Access Level

Parent Group
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The fields that can be modified will be displayed on the Edit User page (permissions, group access, first name, last name,
email address and phone number). Click the green “Save” to save your changes or the “Cancel” button to discard any
changes and return to the User Detail page.
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Edit user

User information

Client
S0000002

Username
KSmith0002

User First name

Katie

Email

KSmith@youremail com

Phone number

Access Level

Parent Group

B select Al

Bl 012345 ABC Trucking Company

User Last name

Smith

User

Permissions

Manage users

@D view biling

Make payments (requires view billing}
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