
Set up new access

Authorize individual access

After creating a staff user, you will need to authorize what they have access to on the site.  
You have two options; 1) authorize an individual user; or 2) authorize all staff. Use this option if 
you have created multiple new staff users and you want them all to have the same access. 

Be sure to give the user name and password to the staff member

Authorize access 
for one person

Create new staff members by creating 
a profile.
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Authorize Individual Staff

Agent Number:

User Name:

Name:

Create Date:

System Access: 

tevans

Tom Evans

02/15/2019

02/15/2019

The default setting allows access to all tools. Simply choose from the dropdown 
the tools you don’t want your staff to see and click on update.

Step
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Authorize all access

If you’d like your staff to have the same access as you, use the “inherit my access” tool which will 
override individual access.Authorize access for all staff at one time

Here you can edit staff, reset password  
information.  
You can also delete user (not shown). 

Edit staff access
Edit staff or reset password information. Edit staff user information

Reset password information
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