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ADDING A NEW USER

1. At the top of the home page, 
select the Manage Users button 
at the top of the page

2. Click on the Add a New User 
button in the top right hand 
corner
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3. Fill out all fields on the Create a 
New User pop-up: First Name, 
Last Name, Email, Phone and 
Permission level

*Note: Permission Level differences 
listed below: 

Administrator: 
· Can create application 
· Edit/update in progress 

application 
· Delete application 
· Submit application
· Add new users 
· Update permission to admin 

of existing users

Users: 
· Can create application 
· Edit/update in progress 
· Submit Application

4. Click the Create button
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EDITING A USER

1. At the top of the home page, select 
the Manage Users button at the top of the 
page

2. Click the Edit button next to the User you 
wish to edit
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3. Edit the fields desired 

4. Click the update button and the changes 
will be saved



Page 5 of 6

CAL-E-GRANTS REFERENCE GUIDE: MANAGE USERS

DEACTIVATING A USER

5. At the top of the home page, select 
the Manage Users button at the top of the 
page

6. Click the Edit button next to the User you 
wish to edit
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7. Uncheck the Active checkbox 

8. Click the update button and the user will be 
deactivated and unable to log in


	ADDING A NEW USER  



Accessibility Report


		Filename: 

		Cal-E-Grants_Reference_Guide_ Manage_Users.pdf




		Report created by: 

		Helen Bui, Strategic Business Advisor, HBui@dir.ca.gov

		Organization: 

		DAS




 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 0

		Passed manually: 2

		Failed manually: 0

		Skipped: 0

		Passed: 30

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Passed		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top
