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The Interweave Admin Portal User Administration page allows a Tenant Admin to manage users who need to
access the Care Portal.

When logged into the Admin Portal, simply select User Administration to manage users.
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User Administration A Tenant Admin can manage existing
users; editing their details, disabling
access to the system or deleting users
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Active
First Last Claim Last
User Id Phone number Email Claims Created
name name Options login
rol 1 ) .
5/12/ 10108/, 4
OpHW7BIHOPNSgRYYWYlagAOtmni2 Test User +447515771175 test-user@yhcrportal.com 2‘; ézoza ug_gg 2023 ?
rolp superuser | |




Admin Portal — User Administration

Editing a user’s details Edit User
User Id

To edit a user’s details, click the pencil icon. This will OpHW7BIHQPNSQRY YWYIagAOtmnr2

present a form containing the user’s details. O Test

Simply amend the details that need to be changed and e
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click ‘Update User’.
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Disabling a user’s access

Tenant Admins are encouraged to monitor usage of the
system to ensure only those who need access to the
Care Portal have access. Where access is no longer
required, a Tenant Admin can disable a user’s access.
Disable user?
To disable a user’s access, simply click the tick/check

) Are you sure you want disable this user?
Icon.

NO YES
A box will appear asking you to confirm your intention

to disable the user’s access. Click ‘Yes’ to confirm.

If you do not wish to disable the user’s access, click ‘No’
to cancel.

A user’s access can be re-enabled if required. Simply
filter by inactive users and click the cross icon to Qs
reinstate access.
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Deleting a user

Like disabling a user, Tenant Admins can delete users
from the system where access is no longer required.

To delete a user, simply click the bin/trash icon. Delete user?

A box will appear asking you to confirm your intention Are you sure you want delete this user?
to delete the user. Click ‘Yes’ to confirm.

NO YES
If you do not wish to delete the user, click ‘No’ to cancel.

Deleting a user is irreversible. If a deleted user needs
access to the system reinstating, a new account would
need to be added for that user.
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Creating a user Create user
A Tenant Admin can also create new users. To do this, ©
click ‘Create User’. This will present a form for you to
enter the user’s details. e
. @
When you have added the user’s details and selected an
appropriate role for them, click ‘Create User’. o
+44
The user will receive an email inviting them to change 5 .
Xxchange Rnole v
their password and log into the system.
Department -
The role of the user within the portal. -

Advanced

—

CANCEL CREATE USER
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Downloading user information

As mentioned previously, it is important for Tenant
Admins to monitor usage of the system to ensure only
those who need access to the Care Portal have access.

The user administration section allows a Tenant Admin
to quickly download user information, whether the user
is active or inactive.

This useful feature allows a Tenant Admin to analyse
Care Portal use and determine whether the active
accounts still require access.

To download user information as a CSV, amend the filter
to reflect what data you would like to download. You
will have the option of selecting ‘Inactive users’, ‘Active
users’, or ‘All users’. When you have selected, simply
click ‘Download’.

Actions

CREATE USER

Actions

CREATE USER

Actions

CREATE USER

DOWNLOAD INACTIVE USERS

DOWNLOAD ACTIVE USERS

DOWNLOAD ALL USERS



Thank you!

Please direct any feed
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