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Update to changing a Username or Password in the Manager Portal

There is now a new and improved process for updating a User Name (email) or
Password for your customers in the Active Carrot Manager Portal.

This will be available for you as of 29 October 2015.

Using the new process will no longer require a wait for the Links export to blast the
details overnight. You will sfill need to update Links with the new email address as this
will not happen automatically.

Please follow the below steps to do this.
1. Choose your location and search for the site member you need to change.

For those with multi location databases, you will only need to enter the new login
details at one location only and the changes will then reflect across all locations.
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2. Select the member that needs updating by clicking on the Edit
Authenfication icon (aka the green action man)
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3. Enter the new Login Email address and/or tick the box to reset the password
to your site's default password

4. Click ‘Confirm Update’ to save your changes. You should then see that the
Customer is updated.
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When you browse on the customer, you can see the new Login Email details
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If you would like to test that the process has worked, you do this by logging in as your
Customer to your Active Carrot Customer Portal URL.

Once you are logged in as the customer, and if you have a multi location database,
then you can test switching between locations:
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Please select the location you would like to log into and press
continue.

SMITH, MARY (ActiveCarrot Trial Site 3)

If you still have issues, please contact Links Support for further help on 03 9938 4567 or
support@linksmodularsolutions.com
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