EpiT A USER
Occasionally it may be necessary to edit a user's access level, special permissions, or other user information.

1. Click the Admin tab on the navigation toolbar. The screen will refresh and display the Admin Dashboard. (See Figure 1-18)
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Fiquure 1-18
2. Click User Admin. (1) The User Search screen will display. (See Figure 1-19)
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3. Enter key words in the Search (1) field to locate the user and click Search. (2) (See Figure 1-20)
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4. User Search Results will display. Click the Edit icon ~ " next to the user that requires modification. (1) (See Figure 1-21)
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5. Alter the fields as necessary in the User Information or Enter Data As Group tabs. Click Save to retain the changes, (1) click Save & Exit to retain the changes
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and return to the previous screen. (2) Click Exit to return to the previous screen without retaining the changes. (3)



