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USER ADMINISTRATION
User administration consists of three basic functions:
–	 Adding a user
–	 Modifying an existing user
–	 Deleting a user

If you are an Admin User, you might also be asked to:
–	 Reset a user password

ADDING A USER
From the main page, select User Admin. You will then arrive at the main User Admin Page:

On this page, you will see a summary of all the users on the Membership system in alphabetic order.  
To add a new user, simply select the Add a new user function located top right. Circled in red.
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Here we are in the add user screen. Add details for:

Name: Full name of the user.

Email: The email address of that user. Make sure that you get this right as it acts as their login and 
invitation to use the system once you have added them.

Admin user: A tick box. If ticked, that person will have administration privileges and will be able to add 
and modify users. Most users will not be admin users.

Reporting user: A tick box as circled in red. Most users will be reporting users only. They will have the 
ability to complete weekly membership details but not to add and modify users.

Note that some users can be both admin and reporting users.
If you run your cursor over the information ‘i’ icon it will reveal help information on that field. In the 
example above, the help information for the Reporting User field is displayed in a blue text box.

Once you are happy with the details entered… select the Save button.
You can now enter Church and Mission Area details for that user.

Here you will see that the user has been set up on the system. Your job now is to allocate Churches and 
Mission Areas. You are not restricted in the number of Churches and Mission Areas you can add.

Circled in red is the option to Add a new church. Select this option:
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You will be presented with a popup list of all churches within Mission Areas.  
Select the right Church and then choose Save.

You will then return to the Setup user screen.
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You will now see that the Church you selected is added to that User.

You can remove this Church for that user by simply selecting the red cross (X) against that Church.

You can also add more Churches for that user by selecting the Add a new church option.

Remember that you can add more than one Church.

Now we can add a new Mission Area. Select this option (circled in red).

You will be presented with a popup list of all Mission Areas. 
Select the right Mission Area and then choose Save.
You will then return to the Setup user screen.
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You now see a confirmation that the user has been invited to the Membership system (see the bottom of 
the screen). Full user details have now been added to the system and an invitation email has been sent to 
that user.

The email looks like this:

The email lists all the information that user needs to get started on the Membership application.

The user also has the option to install on a mobile device such as a tablet or smartphone. For this just 
choose Install as an App.

It is worth noting that a new user will be asked to change their password when entering the 
Membership app for the first time. When they have reset their password, you will not be able 
to read their password in the summary user screen. It will simple read ‘undisclosed’.
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MODIFYING AN EXISTING USER
From the main page, select User Admin. You will then arrive at the main User Admin Page:

On this page, you will see a summary of all the users on the Membership system in alphabetic order. 
To modify an existing user, simply select the user that needs changing. Circled in red.
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Here we are in the user detail screen. You can change details for:

Name: Full name of the user.

Email: The email address of that user. Make sure that you get this right as it acts as their login and 
invitation to use the system once changed.

Admin user: A tick box. If ticked, that person will have administration privileges and will be able to add 
and modify users. Most users will not be admin users.

Reporting user: A tick box as circled in red. Most users will be reporting users only. They will have the 
ability to complete weekly membership details but not to add and modify users.

Allocating Churches:  Select Add a new church to be presented with a list of Churches that can be selected. 
By selecting the red cross against an allocated Church you remove the user from that Church.

Allocating Mission Areas:  Select Add a new Mission Area to be presented with a list of Mission Areas that 
can be selected. By selecting the red cross against an allocated Mission Area you remove the user from that 
Mission Area.

Once you are happy with the details entered… select the Save button.

Void this User: Only select this option if you want to delete the user from the system. This is covered in the 
next section.

DELETING A USER
If you want to delete a user from the Membership system, go into the detail screen for that user and simply 
select Yes in the drop down (see red circle). 
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RESET A USER PASSWORD
If you want to reset a password, you will need to be an Admin User. If you are, you will have access to the 
user admin function.

Go to the main user summary screen:

Select reset against the person you want to change.

The application will then notify you of the new password once reset. You will need to let that person know 
what the new password is so they can continue.
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