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Quick Guide Web Admin – User Manager 

ipfs.com  
1. Log in to ipfs.com 
2. Only Admins can add users and make changes under User Manager.  

 

User Manager 

 

1. Click the Login name to access that user 
2. Delete a user by checking the box next to their Login and select  

If there is no date under, Last Login Date, registration has not yet been completed. You can Resend 
Registration Email within the user access by clicking No login ID. (See additional details at the end of this 

document.) 

Add User 
1. On the User Manager page, select  
2. Complete the fields to enter the Full Name, First Name, Last Name, and Email Address of the user.  

a. The designated email address from this field will receive the registration email.  
 
 
 
 
 
 

Click here for on screen guidance 
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3. Select the roles you want to assign to the user. These roles can be edited at any time.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select Save. 
5. The added user will receive an email to complete registration, which will expire in 48 hours.  

a. You can Resend Registration Email by selecting the option within User access. 
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