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Manage Users

1. Manage Users

Users can be managed by a Company Admin by navigating to the Users page from the main
navigation menu.

Welcome, !

Home

Bookings

Find my unit

Trucks

Users

Companies

Wallets

Pages

First name Last name Email Phone number Company
First Name Last Name Email Phone Number Company Groups
Dan Admin dan.clark+admin2@pdports.co.uk 0121 PD Logistics Company Admin 7 @M
Haulier Admin 1 haulier.admin1@pdports.co.uk 01642 877000 PD Logistics Company Admin J @0
Haulier Admin 2 haulier.admin2@pdports.co.uk 01642 877000 PD Logistics Company Admin 7 @f
Haulier Admin-Three haulier.admin3@pdports.co.uk 01642 877000 PD Logistics Company Admin 7 @
Gate Automation gate.automation@pdports.co.uk PD Logistics Company Admin J @0

1.1 Create a New User
From the Users page, click the button.

Enter the new users details in the popup window.

The required fields are:
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e Email address

e First name

e Last name

e Phone number

e Groups —the role that determines the users permissions

e Company —this is defaulted to your own company

e Password — passwords must match the password policy and container at least 12 characters,
at least one uppercase character, at least one number and one of the following special
characters: [.£%"&*S!(){}@#~;:<>?]

e Active — denotes an active user and is selected by default

e Two factor authentication enabled — this is not enabled by default however some system
settings may override this for some user groups

Once all the fields have been filled in, click .

User

Add a User

Email address

joe.bloggs@yourcompany.com

First name

Joe

Last name

Bloggs

Phone number

01642 123456

Groups

Company Admin

Company User

Driver
Find my unit user

Company

PD Logistics ~

Password

ssssssssssne

Confirm Password

sesssssennne

Active

[J Two factor authentication enabled

Cancel Save Changes
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A success message will be displayed at the top of the Users page.

success = Successfully created user.

1.2 Search for a User
Search for a specific user be entering their details into one of the available search fields and click the

=) button.
The matching result(s) will be displayed in the table.

First name Last name Email Phone number Company

First Name Last Name Email Phone Number Company Groups

joe.bloggs@yourcompany.con

Joe Bloggs joe.bloggs@yourcompany.com 01642 123456 PD Logistics Company User g @MW

1.3 Edit a User
To edit a user account, click on the pencil 7 on the relevant record.

In the popup window, change the required details.

To disable an account, unmark the Active field. This will prevent them from logging into the VBS.

Company

PD Logistics

[ Active
Staff status

[J Two factor authentication enabled

Cancel Save Changes

Once all changes have been made, click the button.

A success message will be displayed at the top of the Users page.

success | Successfully updated user.

1.4 Reset Password
To reset a users password, click on the Send Password Link = icon.

This will send the user an email with a link to reset their own password and a confirmation message

will be displayed.

success | password reset link has been sent to the users email.
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1.5 Delete a User
To delete a user completely, click on the Delete Member icon w,

To confirm deletion, click the button in the popup window.

Delete User

Are you sure?

A confirmation message will be displayed at the top of the Users page.

success | Successfully deleted user.
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