How to Update a User

1 Log in to your contractor landing page using your username and password. Click
"Your information"

Support Contractors Projects Services Your information » ° Test User
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2  Click "Contacts"

Support Contractors Projects

Businesses
Employees
Businesses

Transation Record

3 Click on the name of the user that you are trying to update.

P iﬁ State of California
‘J Department of Support Contractors Projects Services Your information = o Test User
Industrial Relations

Home 2 DIRGSP Contacts Search Q

Invite User

T Al
Name Business Email Business phone
LTg_s__r_U_ss_-d Example Contractor for Testing test_user@contractor.com
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4  Click "Update"

P' i ﬁ State of California
Department of Support Contractors Projects Services Your information « o Test User

Industrial Relations

Home > > Test User ‘ Search Q

Test User

_ RelatEd Actiuns

Test User Example Contractor for test_user@contractor.co Update
Testing m
Businesses

= Government service cases

5 AllzBusinesscontact = Test User

No records in Government Service Case using that filter

5 Click on and update any of the fields.

P lﬁ State of California
J Department of Support Contractors Projects Services Your information « o Test User
SMMEEIA Industrial Relations
Home » Contact Search Q
First name Business
Test @ | Example Contractor for Testing .

#Last name
User

Title

Language

- None--
Time zone

System (US/Pacific)
User ID

test_user@contractor.com

Related Lists
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*Email
test_user@contractor.com

Business phone

Maobile phone

Notification

Enable



6 You can also disable the user's access by selecting "Disable User." You can also
edit the role of the user by clicking "Edit Roles"

Home > Contact [ Search fo]
-
Language Mobile phone
--None --
Time zone Notification
System (US/Pacific) v Enable
User ID

test_user@contractor.com

Related Lists
Delesates

Actions

« Edit Roles

* Risahlelogin
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7  You can update those by dragging the roles from left to right or right to left.

Edit Role

Available Selected

sn_customerservice.qustomer_admin sn_customerservice.customer

-
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8 Click the DIR logo in the top left corner to return to the landing page.

“Gov

p' i ﬁ State of California
Department of Support Contractors Projects Services Your information » ° Test User
SUMEEIS Industrial Relations

DIR Services - Home Search Q

Test User @
Contact
First name Business
Test ©® | Example Contractor for Testing
*Last name *Email
User test_user@contractor.com
Title Business phone
Language Mobile phone
—-None--
Time zone Notification
System (US/Pacific) \ Enable
User ID

test_user@contractor.com

Related Lists
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