Destwin® Quick Reference Guide
Console Version 2.0

How to Create Users

18-JUL-11

This Quick Reference describes how to add users who will have access to the Dealer Management Console of
your site. You must be an Administrator to perform this function.
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Manage Users

Admin Home > Manage Users

o Click on the Add New User link to |
Back to Previous Page access the Create User screen.

o View Help /

o Add Mew User

Status: Search for a user to update password.

Search for Peonle bv: &
1 | 3

. For the user, enter their First Name, Last
Create Admlnuser Name, Username, and Email Address in the
First Hame appropriate fields. The Username will be the
Name they will enter when logging in to the
Administrator Portal. You should record the
Username Username and Password and give this
information to the new user once you have
added them to the system.

Last Hame

Email Address

Password barthB0cos if this password is not suitable, refresh the page | ‘
Addtoe group | Mot selected j A default password is automatically generated
Subrnit and Update Farrn, Leave Window Open by the system. You can record this password

and giwve it to the user or you can enter a
different password.

| Done E' " s
Typical Create User Screen

page 2 of 6



Create Adminuser After populating the input fields, choose the appropriate group

First Hame  |Sam from the Add to group drop down menu to assign the desired
LastHame  |Deshain menu access to this user. Standard options are:

Username  |sdeshwin CSR - The CSR group only has access to the functions

Email Address |supporti@destwin.com accessible from the ACCOUNT SEARCH page in the admin
Password sdestwin it {201 eens-

Add to group | Mot selected j MANAGER - A Manager Can access all admin functions except

Submit and U e e=t=ll= s =] How Openthose under the Risk Management and Pricing Tabs.

administrators
CSRs FUEL PURCHASER - A fuel purchaser can access all items
fuel_purchasers under the Risk Management and Pricing tabs.
Done Managers
ADMINISTRATOR - An administrator has access to all functions.

Typical Add User Screen with fields populate

Create Adminuser

First Hame Sam

Last Hame Destwin

_ When complete, click on the Submit and
Username sdestwin Update Form, Leave Window Open link.

Email Address|supportfdestwin com

Password sdestwind if this password is net Suitable, refresh the page

Add to group [ managers j
Submit and Update Form, Leave YWindow Open
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Create Adminuser

Status:

Successtully crested user. /added a user, you will

Successfully added to group managers

First Hame
Last Hame
Username
Email Address
Password

Add to group

slima7tart

receive a confirmation

After you have successfully
message.

if thiz password iz not sutable, refrezh the page

Mot selected

[

Submit and Update Form, Leave YWindow Open

| Done

3=

Click on the upper
menu X in the browser
to close the window.

Typical Add User Screen after successful user addition.
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Manage Users

Admin Home > Manage Users

To confirm you have successfully added the
Back to Previous Page user, return to the Admin screen.

& “iew Help
o Add Mew User

Status: Search for a user to update password. n
Select Username from the list of I

Search for People by: available search criteria.
(9 Show All remove search paral Ts)
. (1]

(0] Username

Enter the Username that you entered
in the screen abowe.

9 Account Humber
|=destwin|

Filter |

No People Records Found. And click on the Filter button.

-~
-
l

| Dane

=
1
B

page 5 of 6




) SMD/DMO - Manage Users - Mozi

Elle Edit “iew History Bookmarks Tools  Help

(=]

l ~ | Google )':) E

L

Manage Users

Admin Home > Manage Users

Back to Previous Page

Dealer Management Console v2.0
Web tools for the Qil & Propane Industry

L)

= Wiew Help
o Add Mew User

Status: Search for a user to update password.

Search for People by:
e Show All remove search parameters)
C {[1]
C Hame
& ysername

" Account Number

srestwin

Filter
Z 1D Hame Username
1124789 Sam Destwin sdestwin

Group

managers

Select Group:
None =

Email Account Humber
support@destwin.com

Displaying 1-1 of 1

Hew Password

|— Subrnit

Submit

| Done

B

Search results
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