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Once logged in, click “Users” from the menu at the top of the screen:

(©) 20
ALERT USERS

1. Click “Add User” underneath your organisation details:

Washington Housing Team A

Office / Team details

Office / Team name

Washington Housing Team

Office / Team address

Teme House WRS 2RY

Telephone number Mobile number Email address

2. Now enter the details for the new user on this screen:

First name Last name

First name Last name
Telephone Mobile Manager

Telephone Mobile No manager v
Email address Office

Email address

L Third-party user

3. Click "Confirm”
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