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1. Log on using your single sign-on and click “Tools” in the top right hand corner.  

 

2. Click “User Manager” option 

3. To edit or remove access for each user, use the options available in the last column 

 

4. To add access, click “Add Users” at the bottom of the screen. 

5. Click “Find” to search for an employee. Use the dropdown to assign access to the chosen 

system(s). Click “Add User” at the bottom of the screen to save. 
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