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1 How to manage user data 

 

(1) To manage your own user data click  on My Account and info. 
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(2) Click My password to adapt your password. 

 

(3) Change your password here and save the changes. 
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(4) Click My user data to change them. 

 

(5) Make all desired changes and save them. 

 

(6) To manage other users' data or to add new users click All accounts I manage. 
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(7) Click User data to add users. 

 

(8) Click  ADD user. 
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(9) Insert the respective user data. Obligatory fields are marked by an asterix (*). 
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(10) Choose the decimal separator which should be displayed for the new user. 
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(11) Select the according permissions. 
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(12) Select the Notification box. 



Training Library - How to manage user data 

 
Created by WINKLER JULIA 
Miba AG 
3/4/2019  page 9 of 13 

 

(13) Select the according department. 
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(14) Click  to add the user. 
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(15) Click Save. 

 

(16) Click Contact Person to assign tasks. 
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(17) Click  to change or assign responsibilities. 

 

(18) Select the new responsible. 
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(19) Click  Save. 

 


