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A GUIDE TO MANAGING USER ACCOUNTS

EACH USER IN YOUR COMPANY SHOULD HAVE THEIR OWN ACCOUNT,
USING A COMPANY EMAIL ADDRESS

CetOpO Resources Blog Ma STEP1:
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Once logged into Cetopo, navigate to the 'Invite Users' tab,
e Trial area: London, Isle of Dogs Leave ]COUHCI Iﬂ the tOp I’IbeD

This can also be found in the manage tab, under Company.

STEP 2:
Manage Company
S Company Information Manage Users (4)
— In the tab, click on the
e = right. This takes you to a user invite form.
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Create user accounts l
Names or Emails Cetopo's interpretation STEP 3 .
- To add a new user, you'll need to input their email, with
. your company domain, and assign them a role.

User roles can be changed once the user accepts the
invite so don't worry if you're not sure which to choose!

STEP 4:
Welcome!
Your email (usinglivfordiscount@gmail.com) is now verified, and you can start using your
Cetopo-account after you fill in the remaining information below. Th e new user W| LL now get an em al L fro m
Name e prompting them to accept the
invite to join Cetopo.
Phone Number Confirm password
You have read and accept the Terms of Service h | |
Manage Company STEP 5:
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e If you want to edit a user's role, i.e. change them from
o 'user' to 'admin’, this is done in the tab of the
e page.




