1.

4.

m
£

for risks requiring

-

e
(pmnearisks ) ( Labes )
N\ )

UMR &

B2317WST380520120  Cayce Hubbard 06 Feb 2024

B2317WST380529104  Cayce Hubbars 01 flug 2019

B2317KA7632000313

Owner

Profile
1 User.
our e
al Role
g o
EnRONVENT
(ResfFiters ) Email
incdbiion Date

Notification Email

» N K

Browser Notifications.

(-]

Blue Badges

Cayce Hubbarg  07fflul 2024

Privacy Policy

Log out &

AC

Please Note:

Only users with
‘Administrator’
permission are
able to access the
admin portal.

Other users will
not see the
‘Admin’ button.

a»

Click the profile icon near the top right of the dashboard and
then click the ‘Admin’ button in the drop-down Profile box.

Create New User
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! Name®

Drant User

Emai

draftuser@wspt.o.uk
Notifcation Email
Administator

Teams

Add Team
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onfigurations per Team

Template Manager X -3

Reviewer X - |3

Reviewer X Self Approver X Template Manager X | - =

Please note that
‘Template
Manager'is a
team permission
that only applies
to broker users.
(Re)insurer users
will not see this
team option.

Fill in the user's name and email address, toggle Admin and
Reporting permission if required, and optionally click the ‘Add
Teams' button to add one or more teams with permissions
as appropriate. When the user is configured, click ‘Confirm’ to

continue.
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Name Email

Pending Inite Test

Cayoe Hubbard

Melanie Dedopuios

Faise Email Test

Magda Downing

Elizabeth Burberry

Simone Power

Derise Duchesne

Sally Howells:
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In the Admin Portal, click on the ‘Users’
sidebar to open the Users Panel.
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ding a Draft User and Setting Them Live
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Adminstrator
@No OYes

Teams

Add Team

Allow Reporting

Click on the drop-down ‘Status’ box and select ‘Draft’
from the list of options.

Edit User
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All changes confirmed in the Admin portal are considered
pending until saved. You must click the blue ‘Save’ buttonin

the bottomright corner to actually finalise the changes. The
new user will then receive an invite email to log in to the

Platform.
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For a full guide to
adding and editing
users, including
adding very basic
user profilesin
bulk, please see the
comprehensive
Admin Portal
Guide on our user
guides page,
whitespace.co.uk/
user-guides

To change the user’s status from ‘Draft’ to ‘Live’, click
the pen-and-papericon at the far right of their Users
Pane entry to open the ‘Edit User' box, then click on the
‘Status’ drop-down and select ‘Live’. Remember to click
‘Confirm’ and ‘Save’ to finalise the change.
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