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Adding and managing a user in Addons

1 Navigate to https://addons-new.otfsystems.com/left.php

2 From the Addons home page, click on “User Manager”.

https://addons-new.otfsystems.com/left.php
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3 All users in your Addons account will appear on this page. To add a new user, click
on “Add User”.

4 Fill in the required information. Make sure the user's status is “active”. Finally, click
on “Add”.
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5 This confirmation page appears: your user is active! To return to your users, click
on “Back to the list”.

6 To determine which features a user will have access to, click on “Feature” next to
the user's name.
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7 Check all the boxes corresponding to the functionalities to which this user should
have access. Finally, click on “Modify” to save your selection.

8 To deactivate a user's access, or modify their information, click on “Modify” next to
their name. NB: you cannot “delete” a user; to do so, you must disable their
access.
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9 In the drop-down menu, select “disable”, then click on “Update”.

10 Voila, your changes are saved. To return to your users, click on “Back to the list”.


