
How to create a User

Enter the system with an ‘administrator’ role.

Create a Business Partner (bp)

Enter the Search Key and Name fields.

Then choose the bp group and tick the Employee and Sales Representative boxes. Then 
save the record.



Create the User

Enter the Name, bp and email address.

When choosing the bp, ensure the ‘Customer’ field is marked as ‘No’ or is blank.

Save the record and then enter a password for this user.

If you require the same user to access other clients then ensure the email address and 
password details are the same as the other client’s user record.



If the user requires to send emails from the system then enter details into the following 
fields under the ‘Internal’ section of the ‘User’ record. Consult your Dazzle support 
representative for further information.`

From the ‘User’ record go into the ‘User Role’ sub-tab.

Then choose the role you require and save the record. You may create more than one 
role for a user.

Some roles require a configuration on the user record for access to certain organisations
within a client. In which case go into the ‘Org Access’ sub-tab and choose the 
organisation/s that the user has access to.


	How to create a User
	Create a Business Partner (bp)
	Create the User


