View All Users

Last Modified on 04/02/2025 10:45 am GMT

Clicking the "View All Users" link shows a table of all users registered for that firm (including any
that may have been set as disabled for any reason).
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User Options

Manage Your account Other users
> View Your Details > View All User
% Edit Your Details > AddNew uf,gj
» Change Password ‘
» Log Qut

All Users for 1st Line Vendor Admin
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[T Show disabled users

The first column shows the user name - the administrator may click this and be taken to a new
screen with four tabs. The vendor administrator can reset all users’ passwords and change their
details.

INDIVIDUAL Amy Paulsen

The next screen defaults to Details, which gives a basic summary of the user’s details.



User Details

Amy Paulsen

User ID 101477
Login Type Vendor Administrator
Webline Firm 1st Line Vendor Admin

Personal Information
User Name AmyWood
First Name Amy
Middle Name/initial
Sumame Paulsen

Regulatory Information

IRN
Contact Information
Phone Number =
Fax Number
Mohbile
Email u SIS R u

Edit allows you to disable the user account by un-ticking the ‘account enabled’ box (or re-enable
a user by ticking this option). You can also promote or demote the user’s status between vendor
administrator and vendor user and update contact details.

INDIVIDUAL Amy Paulsen

User Details (* denotes mandatory Field)

LogonType Vendor Administrator W E
|A[:count Enabled |

Regulatory Details

Individual Reference Number :

Personal Details

First Name |Amy
Middle Name |/ Initial | |

Surmame |F‘a|..|lsen

Contact Details

Contact Email [wm =o g g =

This address is used for admin purposes. If you change this, we will send you
an email at your new address to confirm it. The new address will not become
active until confirmed.

Update User

The third tab Logon History shows a list of the recent logons applicable to the user.



INDIVIDUAL Amy Paulsen

Edit user Amy Paulsen for venddor 1st Line Vendor Admin

This user iz enabled for login

Last 16 logons for Amy Paulsen

02/04/2020 08:28:37 password  VWebline .Met Logon Page
02/04/2020 08:02:07 password  WWebline .Met Logon Page
0204/2020 08:08:30  FAILED  \Wehbline .Met Logon Page
300032020 11:33:43  password  Webline _Met Logon Page
3032020 10:50:58  password  Webline _Met Logon Page
27032020 11:48:13  password  Webline _Met Logon Page
2500372020 11:57-:08 password  WWebline .Met Logon Page

1200272020 11:53:06 password (ws) Synaptics
130212020 12:15:37 password (ws) Synaptics
1300272020 10:11:55 password (ws) Synaptics
13022020 10:11:27 password [ws) Synaptics
13/02/2020 10:11:24 password [ws) Synaptics
13022020 10:11:17 password [ws) Synaptics
120272020 10:10:48 password [ws) Synaptics
1610172020 11:40:48 password [ws) Synaptics
O7H0172020 11:43:37 password (ws) Synaptics

The final tab Reset Password, allows you to reset the user password or generate a random
password, and select to email this directly to the user.
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Edit user Amy Paulsen for vendor 1st Line Vendor Admin

Reset password

Reset password for the user below

User name -
Name L LR
Email address - TN N DN O
Password or.
[J zenerste random password
Password must contain a mini of 8 . including upp letters, at least one number and one special character.
Email user password? [ Check to email user logon details

Reset Password

Users are able to reset their own password through the 'Forgot your password' link on the
homepage. See video & Articles Password Reset & Email Verification & Password Reset for further
information.


http://kb.synaptic.co.uk/help/password-reset
http://kb.synaptic.co.uk/help/email-verification-password-reset

