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Adding new users to website

Management of users requires administrator login.
JLab login page is found at https://www.jlab.org/user
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Once logged into the website with administrator credentials, access to user management can be found within the top admin toolbar under “People”.
https://www.jlab.org/admin/people
[image: Z:\My Documents\Tutorials\jlab\adding_new_users\anu--menu-people.png]

Side Notes:
· If toolbar is not ‘open’, click Manage in the admin toolbar.
· If toolbar is not present, please login as an administrator
· Screenshot has admin menu anchored to left of screen. Clicking icon at bottom-right of toolbar will toggle the location between horizontal and vertical
· Vertical allows access to submenus via accordion functionality
· When toolbar is vertical, page content may not format properly due to the spacing taken up by toolbar. Change to horizontal display if vertical causes issues.


[bookmark: _GoBack]The https://www.jlab.org/admin/people page is a listing of all users within the Drupal system.
Access the new user form by clicking “+ Add user” button
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New user form https://www.jlab.org/admin/people/create
Fill in fields with respective information.
Notes:
· Status determines the access state; whether their access to the site is blocked or active.
· The checkbox for “Notify user of new account” will determine if an email is sent to the new user, notifying them of the new account.
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@  This web page allows administrators to register new users. Users’ e-mail addresses and
usernames must be unique.

Userame *

‘Spaces are allowed; punctuation is not allowed except for periods, hyphens, apostrophes, and underscores.
E-mail address *

A valid e-mail address. All e-mals from the system will be sent to this address. The e-mail address is not made public
‘and will only be used if you wish to receive a new password or wish 10 receive certain news or notifications by e-mail
Password *

Password strength:

Confirm password *

Provide a password for the new account in both fields.

Status
Blocked

® Active

Roles
authenticated user
administrator
content admin
content author
moderator

publisher

Notify user of new account

» Meta tags
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