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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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Select the User Mgmt 
function from the Admin 
Functions - E-Mail menu.

Select the User Mgmt 
function from the Admin 
Functions - E-Mail menu.
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Click on the Add New User link to 
access the Create User screen.

Click on the Add New User link to 
access the Create User screen.

Typical Create User Screen

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

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

A default password is automatically generated 
by the system. You can record this password 
and give it to the user or you can enter a 
different password. 

A default password is automatically generated 
by the system. You can record this password 
and give it to the user or you can enter a 
different password. 
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Typical Add User Screen with fields populated and Group Drop down selected.

After populating the input fields, choose the appropriate group 
from the Add to group drop down menu to assign the desired 
menu access to this user. Standard options are:

CSR - The CSR group only has access to the functions 
accessible from the ACCOUNT SEARCH page in the admin 
screens.

MANAGER - A Manager Can access all admin functions except 
those under the Risk Management and Pricing Tabs.

FUEL PURCHASER - A fuel purchaser can access all items 
under the Risk Management and Pricing tabs.

ADMINISTRATOR - An administrator has access to all functions.

After populating the input fields, choose the appropriate group 
from the Add to group drop down menu to assign the desired 
menu access to this user. Standard options are:

CSR - The CSR group only has access to the functions 
accessible from the ACCOUNT SEARCH page in the admin 
screens.

MANAGER - A Manager Can access all admin functions except 
those under the Risk Management and Pricing Tabs.

FUEL PURCHASER - A fuel purchaser can access all items 
under the Risk Management and Pricing tabs.

ADMINISTRATOR - An administrator has access to all functions.

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

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

Tech Note
Permissions and access to menu functions are assigned 
by groups. Destwin can customize a menu layout upon 
request. Contact Destwin if you have a custom menu 
requirement.
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Typical Add User Screen after successful user addition.

After you have successfully 
added a user, you will 
receive a confirmation 
message.

After you have successfully 
added a user, you will 
receive a confirmation 
message.

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

Click on the upper 
menu X in the browser 
to close the window.
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To confirm you have successfully added the 
user, return to the Admin screen.

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

Select Username from the list of 
available search criteria.

Select Username from the list of 
available search criteria.

Enter the Username that you entered 
in the screen above.

Enter the Username that you entered 
in the screen above.

And click on the Filter button.And click on the Filter button.
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Search results

Tech Note
We encourage all new users to change their password 
when they log in the first time as well as periodically 
throughout the year. Users can change their own 
password from the screen above.


