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1.

CEO

The CEO can now
add people to his
organization and
activate them if they
have registered.

To do this, the CEO
logs in and clicks on
his organization link. 5
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CEO

Click on the Add
Persons tab to view
the Person Search.

Enter the partial
name (either first or
last) and click
Search.

The list of users
matching the search
criteria will then
display.

Select the person you
want to add, select
their appropriate role
from the Role
dropdown, and enter
the Active Date.

Click Save.
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Mame (CITY OF REVERE *
Identifier |REVERE *
Address [;g1 BROADVAY REVERE, Mi
City [ppyERE 5tate | yozzachusetts
Count¥ | Earnstable County w

Phone [751z555100 Fax 7512865199

Email
Website

Type | cicy v
Category | «
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1: Current Persons
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Person Search: train [ searcH | | app NEW |

Selected |Person |Ro|e |Active Dates

Assigned By

Administrator

Eight, Trainee
Eighteen, Trainee Writer
Eleven, Trainee Writer

Fifteen, Trainee Authorized Official W

Five, Trainee Authorized Official W

W ESlesE008 |-

W EF1eSE008 |-

W |2f1lesZ008 |-
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New User

All selected persons
were added and are
now active within the
bounds of the roles
assigned.

They will now be
displayed under the
Current Persons tab.
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User: New User
Logout

Page Content
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m ORGANIZATION INFORMATION

| The information has been saved.

Mame CITY OF REVERE *
Identifier |REVERE *

Address ;51 ERoADWAT REVERE, MA

City [ppyERE State | ys-zqehuzerts | Zipcode |5 15

Count¥ | Earnstable County v

Phone 552565100 Fax 7512868109
Email
Website
Type |cicy w
Category |
m ORGANIZATIOMN MEMBERS
1: Current Persons 2: Add Persons
Selected |Person |Role Active Dates Assigned By
Eight, Trainee Administrator | |z/18/z006 |- User, New
Eighteen, Trainee Writer | |2/1s/z008 |- User, New
Eleven, Trainee Writer | |2s1s/z008 |- User, New
User Mew Authorized Official b Group, Trainer
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This ends the Activating
Non-CEO Users guide.
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