Instructions for adding and removing users…..

[bookmark: _GoBack]Adding a user
· Log onto the website
· Across from your name  - Click Manage Account
· Scroll down the page to Company Profile (blue box)
· Click on Company Profile
· Then at the top of the page click Manage Roster
· Add users click action then choose create individual profile – you will need first name, last name and email address 
· Click in the box next to send user notification (this will send a user the instructions for creating a password)
· If they are a company manager and you want them to have the access to add and remove users click in the box for Is this a company manager
Removing a user  (in the same window you will see the list of users)
· Next to each of their names is a blue box with 3 dots if you click on it you will see remove user
· Click remove user and they will be removed

Group report…
1. Log onto the website
1. Click Online Classes
1. On the blue bar above the classes  - click group report
1. Click on user report  - you will see the classes and each person’s progress
1. Click details to drill down farther




Let me know if you have any issues or questions.  Thanks, Robin

