Organizational login, create additional users:

1. Login with your administrator account

2. Click on Administration -> Organisation Management
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3. Under USER ACCOUNTS click NEW USER
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OrganisationName:” e

Organisation ID: e

Organisation Group: Ground handling Be

Responsible NAA:" Belgium (CAA)

Phone:

ESX:

Responsible Contact
Full Name: -

Email Address:
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4. Fill out all mandatory fields (indicated with an asterix *). Make sure to enable the new user
account and to enter a valid e-mail address.

User Account Details

Authority:* Belgium (CAA) 0
Organisation: ] v
Description:

Creation Date: Modification Date:

Last Activity:
BB Blocked
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Phone: +49 123456 7589 Email Address:*

Preferred Language:* English "

Job Title:
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5. Give the new user the appropriate role.
Available roles:

Preparator: can create draft and final reports, but cannot submit these reports to
the BCAA. They do have access to all the reports from the organization.
Preparator Limited: can create draft and final reports, but cannot submit these
reports to the BCAA. Moreover, they can only see/access their own reports
Reporter: can create draft and final reports, and can send these to the BCAA. They
can also submit the reports prepared by others (except when these are still in draft).
Organization Administrator: same as Reporter, but can also perform user
administration tasks, e.g. create additional users, edit users, disable users, ...
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6. Click on SAVE. The new user will get an e-mail to accept terms and conditions and set a
password.



