
Users Details 

1. Click on the “Users” at the navigation bar and following page will open. 
2. Click on “Add User or Client” button for creating new user or new client. 
3. Click on “Rights Allocation” button for Allocate rights. 
4. Click on “Import from Excel” button for Import Excel Data from computer. 
5. Click on “Export to Excel” button for Export / Retrieve excel file for all user.  

 

 

 

 

  



Add Internal User or Client 

1. After clicking “Add User or Client” button opening new form “Add internal User or Client”. 
2. Now fill up the relevant details in the form for adding new user and new client. 
3. For client you will have to enter the company details and address. 
4. Then click on “Save” button.  

 

 

 

  



Rights Allocation 

1. Here you can allocate rights to every user as per your choice 
2. In the Rights allocation form you can search new user name or you can scroll down the page the 

check you create new user or client name.  
3. Then you can allocate the all rights which you want to allocate to the new User. For this just click 

the checkboxes. 
4. Rights allocation example: - Add (     ), Edit (     ), Publish (      ), View (     ), condemned (     ).  

 

 
 

 

 

  



Import from Excel 

1. You can import several users in one go by using this function. No need to enter individual user 
details. 

2. After Clicking “Import from Excel” button you see Import from Excel Page. 
3. First you Click “Download Template” then you see one excel format file downloaded 

automatically in your computer. 
4. You fill the details in the Excel file the you save it. 
5. Click on the “Choose File” and upload the same file. 
6. Then Click on Submit button for submit your details 

 

 

 

 

  



User Details Dashboard 

1. Here you can manage the profile of the user. 
2. Click on the “Users” at the navigation bar. 
3. Following page will be open. 
4. Scroll down till you see the list user’s details dashboard. 
5. You can Password Reset (     ), Edit (    ), Account Status – active (    ) / non-active (   ), Delete (   ) 

by clicking here. 
I.  You can reset user’s password by clicking here. 

II. You can edit user’s details by clicking here. 
III. You can active by clicking here.  
IV. Non-active users account by clicking here. 
V. You can delete users account by clicking here. 

 

 

 



Resetting the User Password 

1. You can reset the password of the user by clicking on ‘Password reset       ’ icon on the 
user’s details dashboard. 

2. An alert box will show up. 
3. You can enter the new password here, as per password policy. 
4. Then click submit button.  

 

 
 

  



Editing User Details 

1. You can edit the user details by clicking on ‘Edit     ’ icon on the user’s details dashboard. 
2. A form will open up showing the blank ‘Edit User or Client Details’ form. 
3. Fill up the relevant details. 
4. Then Click update users details your details. 

 

 

 

  



Accounts Status Non-Active 

1. You can inactive the user account by clicking on ‘Account Status     ’ icon on the 
user’s details dashboard. 

2. An alert box will show up.  
3. Click ‘OK’ to user account non-active. 
4. Again fresh a conformation alert box will show up on Click ‘OK’. 

 

 

 

 



Making the User Account Status Active 

1. You can activate the user account by clicking on ‘Account Status     ’ icon on the 
user’s details dashboard. 

2. An alert box will show up.  
3. Click ‘OK’ to user account active. 
4. Again fresh a conformation alert box will show up on Click ‘OK’. 

 

 

 

 



Deleting Users 

1. You can delete the user account by clicking on ‘Account Status     ’ icon on the user’s 
details dashboard.  

2. An alert box will show up. 
3. Click ‘OK’ to user delete the account. 

 


