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Title: How to Add Users to NISIMS 

Summary: Provides step-by-step guidance on how to add users to the NISIMS web interface.  

Prerequisite: None 

Step 1. Select to manage users 

Select “Manage Users” from your home page menu. 
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Step 2. Add user 

From the “Manage Users” page, click the “Add User” button. 

 

The “Add User” form will pop up. Begin typing the name of the user you want to add from the appropriate drop-down list. A list of 
potential users will build below the name you are typing. 

 

 

Select the user you want to add from the drop-down list and click “Save”. 
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Step 3. Add new user to a team. 

From the “Edit User” form, you will be able to add a user to the team(s) you manage. 

To do this: 

1. Click the “Add Team” button from the “Edit User” form. 
 

 
 

2. The “Add Team” form will pop up. Select the team you wish to give the new user access to from the drop-down list 
and click “Save”. 
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3. The team will be added to the user’s profile. 

 

 
 

4. (Optional) You may add an expiration date to allow the user access to the team’s data. Do this by clicking the Edit 
button next to the team name. This will allow you to edit the date field. Click the “Update” button when done. 
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5. Click the “Save” button once all edits are complete. 
 

 
 

The new user will now appear on the “Manage Users” page. You may further edit and delete user profiles from this list. You will 
receive notification via email that a new user has been added. 

 

 


