[image: image8.jpg]



How to Manage Users
Adding a User
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Log in to your website and click the menu item that says Administer. Then navigate to User Management » Users. The menu is usually located in the sidebar or header of your website. It will look something like the menu pictured to the right. It is okay if you do not see all of the options listed.
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On the Users page, you will see several users listed. For now, click the Add User link at the top. 
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You should now see a page with a form like the one below. The add user form is self-explanatory: simply type a username, email address, and password. Make sure the account is active and check the box to notify a user that you have created their account. Press the Create new account button when you are done.
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Editing and Deleting Users

To edit or delete a user navigate to the Users page (Administration » User Management » Users). This will take you to a page much like the one pictured:
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Adding and editing users is an intuitive process:

To delete a User:
1. Find the User you want to delete

2. Tick the check box next to it

3. Select the Delete option from the drop down box

4. Press the update button.
To edit a User:
1. Find the User you want to edit

2. Click the edit link on the right

3. Edit the content just as if you were creating it.
