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This tutorial will guide you through creating updating users in Amis. Resending them. Activation
link and activating the users.
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Go to localhost

01 Open Admin Panel

It to access the user management feature, you will have to click on the administration panel, This
admin panel is on the accessible. And also they use a Management feature is on the accessible to
the administrator. The system administrator.
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http://localhost/amis_six/dashboard

02 Navigate to Users Section

Click on users.




03 Initiate New User Creation

How to create a new user, click on add new user?
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04 Enter User Email Address

Right into the uses personal information and also when you enter the email address, Ensure that
the email address is active and is accessible by the user.
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2 Users

Regions Basic Information Personal Information

Email * First Name * Last Name *
Gov. Structure
Branches Gender

© Account Activation: An activation email will be sent to the user.
MTDP Plans They will set their password during the activation process. Select Gender v

NASP Plans Phone Date of Birth

dd/mm/yyyy [m]

Corporate Plans .
Place of Birth

SMEs

Employment Information Additional Information
= Workplans g-

Employee Number Role * o

Supervised Activities £ Select Role v



05 Open Role Selection

When it comes to user role, you will see two options. One is the user, and the other one is the
guest. The guest is only for both people who will have access of view, only the read on the axis, Or
the user role is for the offices, they applies of the organization. Action offices.
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06 Select Supervisor Permission

When you select the user role as users, you will be able to add additional capabilities. And these
administrator. Supervisor. And evaluator the administrator full access the supervisor supervisors.
The activities and their evaluators, the person that evaluates the activities.
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07 Open Branch Selection

The branch option is where you will assign the user to. The brands that the user is under, for
example, human resource prints or corporate brands or information brands, Something like that.
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08 Choose Supervisor

The other input field is the report to report to is the supervisor We were going to select which the
supervisors the supervisor of this user.
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09 Create New User

Right, click on the create user button to create the user. When the user is created and activation
email will be sent to the user's email. The user will have to click on the activation link to activate.
The users Amy's account. Opponent activation, the user will receive a temporary password. In
the email as well. The user can use that temporary password to log in to Aims, And later reset or
change the password.
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10 Edit User Profile

To edit the user can click on edit button and edit these details. You can see that there is a recent
button there that resent button is to resend the activation email to the user, if the user is not
received their activation email. You can also, Forcefully activate the user. And the user will have to
use the Forgot password. Feature to receive the temporary password. Now, the to delete the user,

the delete button will be available for Only 24 hours after 24 hours, you will not be able to delete
a user.
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You have successfully created and updated user profiles, assigned roles and permissions, and
activated user accounts. To verify completion, ensure the new users appear in the user list with
correct details and active status. For further management, explore additional user settings or
review user activity logs.
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