
Primary Investigator (PI) and Lab Managers can create and remove user accounts as needed



1. Click on Manage

2. Click on User & Contacts

3. Click on Add User & Contact



Fill in First and Last Name

Pick a Role

A role can be created if one does not 
already exist for a User or Contact.



Pick A Location 



Pick to make a User or a Contact

1. Contact does not have access to the 
software but can receive notifications

2. Users have access to the software 

Pick to be Contact or User



Primary is your school email address

Enter email address

Click on add Phone number



Add a Cell Phone for Text Messaging

Label: Cell

Country Code: US/CA (+1)

Phone Number: (cell phone number no dashes)



Customize the level of User & Contact 

No Access, This is contact level

Read Only and Manage are user-level

Click on Access Level



Click on Submit

Once you have made all your selections, 
please click on the "Submit" button.
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