How tq Ad.d and Remove additional rnmatnx
Organisations to a User Gt o

This guide provides a straightforward process for managing user access to multiple
organizations within the Matrix Screening Admin Hub. It simplifies the steps needed
to add or remove organization profiles, ensuring efficient user management. By
following this guide, users can enhance their administrative capabilities and maintain
accurate access controls, which is crucial for organizational security and functionality.

1  Click User Directory from the Admin Hub
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Click the name of the user you wish to add additional Organisations to

& matrix

security watchdog

Admin Hub > User Directory

< Back to Admin Hub

(fser Tireclory

User Directory

Dashboard  Applications

Admin  Reports

Roles & Permissions

[ Q Search for user name or email
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Click Profiles

& matrix

security watchdog

Admin Hub » User Directory > User Details

(fser Delails

Iden Profiles

Dashboard  Applications

oG * Emall 2 Status £ Profile Organisations Groups Roles
- o : 5 Applicant Manager
Asfa vikasi@mat.com Organisation Business Consultancy Ltd Business Consultancy Ltd (Default) e
\
) . Applicant Manager
ashsettyli@email.com Organisation New Company New Company Ltd (Default)
See more
; . D Checker
Ash ashsettyggmemail.com Organisation Andy Lid i
D Check
Ash ashsettykK@emailcom Organisation Andy Ltd e
See more
; o Primary Applicant
Ash ashsettymmnmeemail.com @ Organisation Andy Ltd Andy Ltd (Default)
Manager
Countersignatory
Ash hsetn L Registered B
ashsettymnmme@emailcom egistered Body N~
Ash ashsettynbnbmaemail.com Organisation Andy Ltd Andy Ltd (Default) 1D Checker

Admin  Reports

Jordan Barton -

N4

. Asfa's Details

Name

First name *

Last name *

Preferred name *

Profile picture

[ Asfa

(=

[ Asfa

| @ Dropafile here or browse to upload

Contact details

Email address *

Made with Scribe - https://scribehow.com

vikasl@mat.com




4  Click Add Organisation Profile
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security watchdog

Admin Hub » User Directory > User Details
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Identity Profiles.

Dashboard ~ Applications Admin  Reports
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[ Remave Profile

ganisation Profi l

Asfa Pawar - Organisation - Business Consultancy Ltd 52

Profile Roles

[ applicant Manager P4 H [} 1D Checker P-4 ‘ [ Primary Applicant Manager red ‘
Profile Groups
I Business Consultancy Ltd (Default) H [] Business Consultancy - Sheffield ‘ [ [ Business Consultancy - Liverpool H [ Business Consultancy - London
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5  Select the additional Organisation you wish to give this user access to

Create Profile

Search for and select a organisation from the list

Q, earch for and select an organisation

Andy Ltd

Ane

Busi

Crn L

Gray Carpentry Ltd

Green Hydra Limited

Jordan Company

6 Select the role and Groups inside this Organisation, you would like this user to
have

Create Profile

Business Services Ltd

Profile roles

[Qomre 4 |[Doon

Profile groups

. Business Services Ltd
(Default)

Eancel
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7  Click Grant Access

Create Profile X

Business Services Ltd ~

Profile roles

B ] P

Profile groups

Business Services Ltd
(Default)

8 You can repeat Steps 4-7 for as many Organisations as you wish to add to this user
account

Made with Scribe - https://scribehow.com



9 You can view a user's Organisation profile by clicking the icon from their 'Profiles’
tab

& matrix

Dashboard  Applications  Admin  Reports elordanBam}n -
Secunty watchdog

Admin Hub > User Directory : User Details

(fser Details

identity  Profiles

[ 52 Organisation - Business Consultancy Ltd ‘ I 5 Organisation { Business Services Ltd

Add Organisation Profile
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10 Ifyou need to remove a user's access to an Organisation, click Remove Profile

(& matrix

a
Dashboard  Applications Admin  Reports olordanBarton e
security watchdog

((ser Defails

Identity  Profiles

I 2 Organisation - Business Consull Ltd ‘ Organisation - Business Services Ltd
Add Organisation Profile

. Profile Details (e v )

Asfa Pawar - Organisation - Business Services Ltd &2

Deactivate Profile

[ Remave Profile

Profile Roles

[ applicant Manager P4 H [ ] 1D Checker P ‘ ’ Primary Applicant Manager Fed

Profile Groups

| Business Services Ltd (Default)
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11 Click Yes, confirm

Are you sure you want to remove the users
access to this Organisation and its groups? In

doing so the user will no longer have access
this profile and it will be removed For this
users account.

12 Removing a user's Organisation profile, will remove their access to applications
for that Organisation
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