
Top tips – User Management

Wednesday, 12 September 2018

Lunchtime Webinar



Agenda

1

2

3

4

5

Password resets

Assigning roles to a new user

Questions

New user creation tips

Can’t find a user? 



1 2

A user can 

request a reset 

themselves

How to reset a password

Local system 

administrators 

can change this



A user can request a reset themselves

How to reset a password

Please note the company name is 

case sensitive, therefore it must be 

entered exactly as it displays 

below. 



Local system administrators can change this

How to reset a password

The password entered matches the current 

password, so you will need to enter a 

different password. 



Can’t find a user? 

What type of user are you trying to find

Make sure you are searching under the correct user portal. 

Tip: Its always best to 

ensure you search on all 

portals. 



What organisation the user sits under

Can’t find a user? 

If you have filtered your search by ‘Organisation’, does this 

user sit under this organisation? 



Is the user account active? 

Can’t find a user? 

If a user has been disabled, 

they will not appear in the 

‘Active users’ list – they will 

appear as ‘Inactive’. You 

can search inactive users, 

by selecting ‘Inactive’ on 

the User Management 

screen.



What criteria are you searching on? 

Can’t find a user? 

If you are using ‘Advanced Search’ to find your user, you may need to think about the 

criteria you are using to search. Try a few different variations, entering part information, 

i.e. just a first name will expand your search results. 



New user creation tips

Add a role straight away 

When you first create a user account, the role Basic Access 

to Corporate is automatically assigned.  If this role isn't 

required, please ensure a new role is added before this role 

is deleted. 



Username and/or email address already exist

New user creation tips

This means the user already has an account, so you will 

need to search for this record. Once found the record can 

then be updated. 

This doesn’t necessarily mean the account 

already exists, so you will need to enter a new 

username. 



What roles should I assign to a new user?

Assigning roles to a new user

Click here to view the Service Centre page 

http://wmemployers.freshdesk.com/support/solutions/articles/11000048060-what-roles-should-i-assign-to-a-new-user-


xxx

Assigning roles to a new user

Click here to view the Service Centre page 

http://wmemployers.freshdesk.com/support/solutions/articles/11000048059-what-access-does-each-role-give-


Thank you – questions?


