
How to Add New Users
This guide demonstrates how to invite new users to a site.
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How to Add New Users 2021-07-19[major]v2.0Approved Release:Guide ID: 6456 -

This document was generated on 2024-02-10 09:23:07 AM (MST).

© 2024 help.dozuki.com/ Page 1 of 5



INTRODUCTION

This guide demonstrates how to invite new users to your site.

Note: Only admins have access to the User Info page to add new users.
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Step 1 — Open Management Console

Click on the user menu in the right
of the site header.



Select Manage from the drop-down
menu.



Step 2 — Open User Info Page

Click Users in the sidebar on the
left side of the page.
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Step 3 — Invite New Users

Click on the Invite New Users
button on the right side of the page.
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Step 4 — Create and Send the User Invitation

 

Select what type of user(s) to add.

See the User Types Section for more information.

Type in the emails of the users you are inviting to the site.

If you are inviting more than one user, separate their email addresses with a comma.

Add a personal message.

Click on the Send Invites button.

Invitees will receive an email invitation, which they need to accept in order to create their user
account on the site.
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https://help.dozuki.com/c/User_Accounts#Section_User_Types
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