Title Account: How to add sub-user accounts in ICTSI NaviGate

Primary account holders can add sub-users in ICTSI NaviGate to allow other users to
access the account. Sub-users can be assigned specific roles, and their access can be
managed at any time.

PROCEDURE:

1. Login using your primary (Admin) account. Hover your mouse to the lower left
section of the screen and click on MANAGE USERS.
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2. Fill'in all the required details of the person you are adding as a sub-user, then
click SELECT ALL from the DIVISION and ROLES drop-down. Click on SAVE
AND EMAIL PASSWORD.

# Dashbea 1§ Manage Users X LAddPerson X §AddPerson X
a
Add Person
Basic Information ﬂ m
1
User Profile - Settings (Optional) o
ol
Division * Roles * ) =
2 Selected x| 2 Selected x|
V|
Select All & select Al
ICTS! Blume logistics Option for Motor
'
@ caloocan oo
Ml TRIICKER NAVICATE BILIMMY ACrolINT e




3. If you already have existing sub-users and want to create another with the same
Division and Roles:

Enter the new sub-user’s First and Last name.

o Click Copy User Profile.
Select an existing sub-user from the list whose Division and Role you wish

to duplicate.
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4. Sub-user/s will receive an email with their username, confirming that their account
has been successfully created. They must click the link provided in the email to set

up their password.



Blume Global - New User Creation
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@ Some content in this message has been blocked because the sender sn't in your Safe senders list. Trust sender Show blocked content

You don't often get email from Learn why this is important

sage was sent from outside of ICTSL. Please do not dick links or open attachments uni ou recognize the source of this fe. If in doubt, click the "Phish Alert

Report™ button at the top-right comer menu button on Outlook or forward suspicious emails to phish@ictsi.com.

Welcome to the Blume Global Universe!

And,. thank you for joining the Blume Global community. We look forward to helping you optimize your business to better serve your customers.

Username: JuanDelaCruz@gmail.com

Click here to create your password

*Please note: usernames & passwords are case sensitive

and the above link is valid for 24 hours.

We look forward to working with you, and we welcome your company to the Blume Global connected network.

Questions?
We are here for you! If you have questions, please reach out to support for assistance:
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Thank you,

Client Services - Customer Sunnort

5. Under MANAGE USERS, you can remove, enable/disable, and assign a user
as an account admin.
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To enable or disable a user, toggle this
switch under Enable User.
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To assign a user as an admin, toggle
this switch under Admin.
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