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STEP 1. Select „Settings” under the Settings icon and then choose “Users” from the drop-down list:

Users
You can add new users and roles for employees who need to sign in to your company’s Business Network account.
By creating new roles multiple users can log in into the account accordingly to the required actions.
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STEP 2. Here you can manage users for your Business Network account. Firstly, please create the role you would like to assign to the
user by selecting „+” symbol in the „Manage Roles” Tab.

Users
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STEP 3. Fill in the „Name” of the role. Then addUsers’ Permissions and press „Save”.

NOTE: Each role must have at least one permission. Please review the permissions list carefully and choose the proper one in order
to guarantee smooth account management by an added user.

Users
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STEP 4. Go to the „Manage Users” tab and select the „+” symbol to add a new user.

Users
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STEP 5. Fill all the necessary fields in “New User Information” and assign previously created role/roles that will appear in the “Role
Assignment” section. Then press „Done”. New users will receive two e-mails - the first message contains the new username, the
second a temporary password. When they log in for the first time, they must change their password.
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