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Adding a new User of contactLINK

Note that you need the correct permission to make changes to and add System Users.

Overview

1. Add them as a normal ‘Worker’ in the main database first

2. Then make them a ‘System User’ and set their permissions etc

Detailed instructions
Add as a worker
· Find your organisation in the list of all organisations

· Add the new person as a new worker (if not already there)

Make them a System User

· Click on the Admin menu

· Choose System Users
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· Click on the name of the new worker (in the list on the left) you want to make a System User

· Click on the Make worker a System User red button (top)

· Check they have a Code Name assigned (by default contactLINK tries to assign their initials) and if not type one in (watch out for two users having the same code name)

· Click on the Permissions tab and choose which permissions this user will have

· Optional: click on System Features tab and choose the features this user will have access to

· Click OK
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