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Add and manage users

To manage users, from the reporting manager homepage on the top left hand sign, click on the Manage Users
button. (The fourth icon from the left)

Admin Controls

AREOBR>

! Manage Users I

You will then see the manage users pop up screen. To create a new user click the New button.

Mew
Delete

Close

The create user form will then be displayed where you can enter the information accordingly.

Create User *

Mame : Roles

User Name : Mo items to show.

Password :

Confirm
Password :

m

Email :
[] Receive Emails

[] Report Overview User Add Role

Save Close

1 ey -

Name, Username, Password, Confirm Password, Email.

Receive Emails - Check this box to allow this user to receive emails.
Report Overview User - Check this box to give this user report overview user access.

Add Role - Click this button to add roles to this user. Clicking add role will bring up a dropdown menu from where
you can select the roles. To remove a role click on the red minus symbol next to it.

Roles

Administrator v | @
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Once you are finished click the Save button to create the user.

To delete a user, from the Manage Users popup, click on the user you wish to delete and click the Delete button.

You can also click the Close button to close this window.

Mew
Delete
Close
To edit an existing user, from the Manage Users popup, double click on the user you wish to edit. This will bring

up their information which you can edit accordingly. Once you have made the necessary changes click the Save
button.

You can sort the list of users from the Manage Users popup by clicking on the arrow beside the Name column
header to sort alphabetically ascending or descending.
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Manage Report Schedules

To manage report schedules, from the reporting manager home page in the admin controls section click on the
Manage Scheduled Reports button (third from the left).

Admin Controls

You will then see the Manage Schedule popup. To select a report to schedule, click on the report dropdown and
select the report.

Manage Schedule .

Report : |Alarm Discrepancy L

Schedules
Marme Schedule

Mo items to show.

Add Schedule Test Schedule Delete

Close

To schedule this report click the Add Schedule button. If you click the Test Schedule button you will send a test
email to the support@errigal email. Please Note: Times are in EST.

If you wish to delete a report schedule, click on the report you require and click the Delete button.
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Stop an automatically scheduled report from running

In order to stop an automatically scheduled report, click on the Manage Scheduled Reports button (the clock icon 3™
from left).

Admin Controls

Next, select the appropriate report from the dropdown menu to see its associated schedule.

Manage Schedule #

Report : | Knowledgebase Audit - Empty Lat-Leng Remeote Report | +

Schedules
Hame Schedule
Knowledgebase Audit - Empty Lat-Long Remote Report Weekly
Add Schedule Test Schedule Delete

Close

Double click on the report’s name under the Schedules section. Uncheck the Enabled check box and click the Save
button to save the changes.

Schedule For Knowledgebase Audit - Empty Lat-Long Remote Report H

Name : Knowledgebase Audit - Empty Lat-Long Remeote Report
Subject :
Schedule : |Weekly L

Crown Castle NOC
Golden Reports

Role - Knowledgebase Audit

[ Enabled

Scheduled Variables
Mame Script

Mo items to show.

Save Manage Thresholds Close

Doing this as opposed to deleting the schedule entirely allows you to easily re-enable this schedule by following the
same process but checking the Enabled checkbox.
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Manage Visibility

To manage the visibility to reports, click on the report that you wish to control visibility to, then from the Admin
Controls area click the Manage Report Visibility button (last icon from the left).

Admin Controls

BAREBR=

You will then be presented with the visibility controls for this report.

Knowledgebase Audit - Hub Contacts Report b 4
Roles
Crown Castle NOG (=)
Knowlsdgebase Audit @
Add Role
Save Close

To add a role/visibility click the Add Role button. You can then select the role from the dropdown menu. To
delete a role/visibility from the report click the minus icon next to the role you wish to delete.

Once you are finished making the changes click the Save button.
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Manage Roles And Permissions

To manage the roles and permissions, click on the manage roles and permissions button (second from the right).

Admin Controls

AROEBR

You will then see the manage rolls popup where you can double click on a user to change their
roles/permissions.

Manage Roles

%)

Name | Edit Role Administrator X
Adminis

ALLCL
|All Rept

aTT(Tit| | @
(ATT(Tr

Autodis

T

CBYD
Change
Clearwi
Save Close
Code V|

Cricket(Tickets) =

To add more permissions to this user click the Add button and then select the desired roll from the dropdown
menu. To remove a user role click the red minus icon next to the role. Once you have made the necessary
changes click the Save button.

Comments or Questions

For any additional questions, please email support@errigal.com.
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