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How to Add a New User

This guide provides a straightforward, step-by-step process for adding a new user to
the Matrix Screening platform. It simplifies the user management task, ensuring that
even those with minimal technical skills can successfully navigate the system. By
following these clear instructions, users can efficiently expand their team and
manage user roles, enhancing overall productivity. Viewing this guide will save time
and reduce errors in user setup.

1 Click Admin in the toolbar

https://www.teammatrix.com


Made with Scribe - https://scribehow.com 2

2 Navigate to User Directory

3 Click Add new user
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4 Enter the first name of the user in the First name field
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5 Enter the last name of the user in the Last name field

6 Enter the email address for the user in the Email address field
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7 For Organisation users, select 'Organisation' as the Profile Type
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8 Find the Organisation you require this user to be assigned to from the drop-down
list

9 Select the Organisation required
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10 Select the user role required from the 'Profile roles' available
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11 Select the groups that you would like the user to have access to within the
Organisation from the 'Profile groups' section.

Access to the default group is provided automatically, and if the Organisation only
has the one default group then no further action is required.

If the Organisation has multiple groups created inside it (e.g. departments inside
the Organisation), then you can specify which groups this user should have access
to
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12 Click Create User to add the user

13 The user will receive an automated email to the email address provided so that
they can set their password and login


