
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. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

to duplicate. 
 
 
 
 
 
 
       
 
 
 

 
 
 
 
 
 
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. 



 
 
 

 
 
 
 
 
 
 

 
 
 
 

5. Under MANAGE USERS, you can remove, enable/disable, and assign a user 
as an account admin.  
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To remove a user, tick the box beside 

the email address and click on 

ARCHIVE. 

To enable or disable a user, toggle this 

switch under Enable User.  

To assign a user as an admin, toggle 

this switch under Admin. 


