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How to Add Users to a Company Account

Step 1: Log in to your Company’s admin account.

Step 2: From the home page of your account, select Admin and then select Users
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Step 3: Select Add and enter the new user’s information, including their status and role
as needed.
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Add User

First Name: * Password
Middle Name: Confirm Password:
Last Name:
Password requirements:
Phone: * Password must be at least 6 characters long.

Email:
Status ® Active Inactive
Role: Company Administrator Company Owner Foreman

Project Manager Permit Runner / Expediter () Professional Architect

(@ Readonly User ) Engineer

Once the user’s information has been saved, they will get a verification e-mail and can
then access the account.



