
 

How to Setup/Change Users 

in Client Portal 

 
 

 

From the Dashboard  

Click Users 



 

 

 
 First Name 

 Last Name  

 Company email address 

 Select Role 

Note the following chart will allow you to determine which role you would like the new user to have. 



 

 

 



 

Click Submit 

The User will receive an email asking them to �Verify Your Account� 

 

The user will click the Verify Your Account button in the email 

The user will receive a message that the email was verified. 

testuser@gmail.com 



 

 

 

Click Back to Client Portal 
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