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In This Issue

Changing Employee Login Names

Changing Employee Login Names
When an employee is married or divorced, or your company email provider is changed, it may be necessary to 
change a Login Name. When changing the Login Name, follow these naming conventions; use the company email 
address assigned to the employee (exclude the .com). Maintaining the conventions ensure the Login Name is unique 
and not in use by someone else.

The process to change the employee Login Name begins by accessing the employee security tab. To access the 
security tab, perform the following:

Since all employees are added at the organization level, click ORGANIZATION on the Primary menu.�.

On the organization tab, click the employees tab. 2.

If the employee is not on the first page of results, use 
either the navigation tools at the top of the tab to access 
each page or click [Show] and search for the employee. 

�.

Once the employee is displayed on the Employees summary screen, click the 
Details  icon next to that employee to open the employee detail tab.

�.
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Click the security tab.�.
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Find the User Accounts section of the security tab. If the employee has been assigned 
security under the User Accounts section of the screen, it must be removed. 

6.

To remove the security, click the Remove  icon and confirm 
the deletion by clicking OK in the confirmation warning.

7.
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After removing security for the employee, the Login name: box 
becomes active. Enter the new login name and click Save.

8.
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After clicking Save, the Login name: is changed and no longer available to modify.

Click the link No record(s) found. Click here to add security. at the 
bottom of the screen to add security to the employee record.

9.

Select the security template to apply from the User Rights: drop-down 
list. Click Add to complete the process. Security is added and the User 
may now log on with the newly created Login Name.

�0.


