Set up guide
This is an easy step by step guide to help you set up Users and manage what they see.

Some definitions to get you started
Accounts: These are the energy contracts and account numbers relating to your organisation.
Super User: All ‘Accounts’ can be seen by a ‘Super User’ who has the ability to set up additional ‘Users’
and give them permission to manage the selected ‘Accounts’. There can be up to five ‘Super Users’ on
an ‘Account’.
User: This is a collective term for people who have been granted access to manage selected ‘Accounts’
by the ‘Super User’. There can be up to 195 ‘Users’ on an ‘Account’. The ‘Users’ will have different levels
of access which allows them to do different things.
View: This is the group of ‘Accounts’ the ‘User’ has been granted access to manage.
User Status: Indicates if the ‘User’ has an active profile or if they have been deactivated from the
‘Account’. Deactivated ‘Users’can be reactivated at a later date.

See a summary of Users here.

Create new Views and
Manage Views here.

Create a new User here.

The ‘Manage users’ main page is the place where you can create and add new Users.
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How to create a new User
Users and Views can be set up in three simple steps.
Step 1. Decide who you’d like to set up and what you’d like them to see, ensuring you have an
email address for them.
Remember, Super Users can see all the Accounts and set up other Users so we suggest you limit this
number. Super Users set the different levels of access Users can have and define the selection of
Accounts they can see.
Step 2. Identify and select the Accounts you’d like the User to see to create their View of your
organisation’s Accounts. You can do this by clicking on the ‘Manage views’ link.
Step 3. Create a User profile and link them to the View created in step 2.
You can do this by clicking on the ‘Add new user’ link.

It’s as simple as that. You have now set up a new User, with a View of Accounts and activated
them with a User profile.

Managing Users and Views
Managing Users

You can change a User’s status and the
Accounts they can see by clicking on the
‘View details’ link for them in the ‘User list’
and editing their details.

Managing Views

To edit and create new Views for the Users
click on the ‘Manage views’ link. Views can
also be deleted using this link, but only if
there are no Users assigned to it.
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