How do | add new users?
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In order to add users to an organisation, click on the organisation and then click
new from the ribbon bar, selectingNew User Account.

)

delete licenses

Add New User Account

Please enter the details for the new user. Required fields are marked with an asterisk (*).

username Licer,

A screen will be displayed for you
to enter the user’s details. You will
surname be required to enter the username,
forename, surname, email and
password at this stage as a
minimum.

forename

email

phone

mobile PortfolioBuilder

fax ProductAndFund

irn Webline

external id
Roles assigned

assword —
pas Administrator

confirm password Adviser

Investment Strategy Administratol

Paraplanner

PM Hub Administrator

Cancel ‘|

Ensure the password entered is in the correct format.

password [essesesl The password is not complex enough; it

L _ must be at least 8 characters long, contain
confirm password
at least one uppercase character, one

lowercase character and one digit




User created successfully Click OK to

User created
finish.

ok )

NB The administrator must ensure that they read the next section below regarding
user licences to complete this process.




