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STEP 1

Go to RecTrac

STEP 2
Click on Menu/ Waffle
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STEP 3

Type "User Management”
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STEP 4

Click on User Management
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STEP 5

Click on Add
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STEP 6
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Create a Username
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Create a username in line with the rest of the users in your department.

b (O User Update

User Update

Core Settings

5 e (i)
[ TESTUSERNAMH

| —

Password Changed Date ()

&

Name ()

Password (7)

Confirm Password (7)

Email Address ()

Workstation List (7)

Status ()

Active

Permissions

2 (0) Selectec

Button/Misc

A
[}

Made with Tango.us

W

Made with Tango

4 of 9


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 7

Type Full Name
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STEP 8

Create Password and Confirm Password
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STEP 9

Link User Group
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STEP 10

Click on Pop Out
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STEP 1
Click on gridcell
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STEP 12

Click on Select
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STEP 13
Click on Save

Save and you are all done!
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