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CEO
1. The CEO can now 

add people to his 
organization and 
activate them if they 
have registered.

2. To do this, the CEO 
logs in and clicks on 
his organization link.



CEO
1. Click on the Add 

Persons tab to view 
the Person Search.

2. Enter the partial 
name (either first or 
last) and click 
Search.

3. The list of users 
matching the search 
criteria will then 
display.

4. Select the person you 
want to add, select 
their appropriate role 
from the Role 
dropdown, and enter 
the Active Date.

5. Click Save.



New User
1. All selected persons 

were added and are 
now active within the 
bounds of the roles 
assigned.

2. They will now be 
displayed under the 
Current Persons tab.



This ends the Activating 
Non-CEO Users guide. 
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