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1. Add a new HR user

To create a new HR user click the Settings button to open the Account User Listing then:

Click Add New User

Fill in the User Details text boxes (see figure 1)

Set the User Role to HR Admin

Tick the HR Administrator’s permissions in Access Rights
Click Save & Return

W=

Figure 1: Add New HR User
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User Details User Role

First Name Lindsay Role ® HR Admin O Basic User

Last Name Brown Access Rights

Email Address lindsaybrown@acme.com

Dashboard Talent Bank
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Job Title HR Advisor
Candidate Manager
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Reporting & MI
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Phone Number 0131 245 8908
Vacancy Manager

3
3}

Account Settings

a3}
O

Mobile Number 07876 676345 Libraries Override Approval

4= Discard & Go Back “ &/ save &Return |

The user will now be shown in the Account User Listing.

2. Email the new user their password
To email the password to the new user:

1. Click the user name in the Account User Listing
2. From the options bar click Email Password

The temporary password will be emailed to the User immediately.
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Figure 2: Email Password
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First Name Last Name Email Type Login

Amanda Clark demo@acme.com HR Admin @ Enabled

BMETC Manager support@reach-ats.com Basic User @ Enabled
Dave Harris dave@acme.com Basic User @ Enabled
Isaac Dickson support@reach-ats.com Basic User @ Enabled
Jenny Reeve testmyapplication@yahoo.co.uk HR Admin @ Enabled

Kevin Dalton testmyapplication@yahoo.co.uk Basic User @ Enabled

Richard Halstead richard@aol99.com Basic User @ Enabled
.

35 Ryan Maloney retun0@gmail.com Basic User @ Enabled
104 Tina Lawson info@reach-ats.com Basic User @ Enabled

The user can change their password as soon as they have logged by using the Change Password
tool in Preferences.

Figure 3: Change password via the Preferences button
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Please complete the following fields and click the 'Change Password' button
Current Password
New Password

Repeat New Password

7 Change Password

Save & Close Preferences

o Instinctive Technologies Ltd 2013 All Rights Reserved | Page 2



