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Create Portal Administrators

At the end of this guide you will be able to assign Adxstudio Portal users as
Administrators.



Create Portal Administrators

How to Create Portal Administrators

1) With your browser, navigate to your Demo Portal and sign out if you are logged in.

»,) Community Portal All~ | Search Q & Jane Doe ~

Profile
@ Content Blogs Events Forums Help Desk Ideas Issues

Home / Profile /

Profile

Change Password

Sign Out

2) New Portal users can redeem an invitation code or create a new account. Click Sign Up.

Sign In

Have access to an invitation code? Redeem it here. Otherwise, sign up for a new account.

Sign in with a local account
* Username
* Password

Remember me?

Forgot Your Password?
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3) Enter "PortalAdmin” for Username, provide Password and Security Question/Answer, and

click Sign Up.

Sign up for a new local account
* Username PortalAdmin
*Password | ssssssssss

*Confirm | seesssssee
Password

* Security Adx
Question

* Security Answer Portal

W

4) After the user is created, the Portal will load your profile.

Profile

Please provide some information about yourself.

The First Name and Last Name you provide will be displayed alongside any comments, forum
posts, or ideas you make on the site.

The Email Address and Phone number are required but will not be displayed on the site.

Your Organization is required. and a Title is optional. They will be displayed with your
comments and forum posts.

Change Password
Your Information

First Name * Last Name *

E-mail * Phone Number
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5) Fill out the form as shown below and click Update.

Your Information

First Name * Last Name *
Paortal Admin
E-mail * Phone Number

email@domail.com|

;Jrga izit‘m:}i["?___. i __.._.....T.E'Er....-.- ,f‘ LB oF S ‘

s« Fnohe
< Mail
Update

6) Go to your Dynamics CRM organization, navigate to Sales | Contacts.

Locate the Portal admin you created, and click to open.

Aig Microsoft Dynamics CRM + % | SALES v  Contacts | v @ Create
4+ NEW A EDIT o/ ACTIVATE  [§ DEACTIVATE [ DELETE | ~ 4= MERGE @CREATE INVITATION ===
+ My Active Contacts ~ Searchfor records
~ | Full Name E-mail Company Mame Phone Mumber
Portal Custom customer@example.com 425-555-5555
~"  Portal Admin email@domain.com
System Acministrator admin@adxstudio.com 425-555-5555
L RencValdes fsample) someong @exgmolecom A Datum Corporgtion (53 222:0108

7) From related entities, click Web Roles.

. . = FirstName LastN...
Aiy Microsoft Dynamics CRM v #Y | SALES v Contacts | v Portal Admin [ @ Create L & Top Dog ADX

Sales

Gr I 5 ] — e
N o - % % »
WEB PAGE HISTORY WEB PAGE LOGS WEB ROLES OPPORTUNITIES PARTNER OPPORTUNITIES SHOPPI

— etk e aoaanw s FIEsUNGI
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8) Click Add Existing Web Role.

T o
COMNTACT =
PO Fta| Ad m ‘ ﬂ Dgn;rstNar'
Web Role % ated View ~ search fo recods
\_;,,', ADD EXISTING WEB ROLE R BULK DELETE IIF.,, CHART PAME m RUM REPORT - ﬂi EXPORT WEB ROLES
Mame 4 Website v
Mo Web Role records found.
9) Click the search button and select Administrators.
CONTACT ™
Portal Admin o
& FirstMNam

Web Role Associated View ~ Searth for reconts

|_7_,', ADD EXISTING WEB ROLE [ BULK DELETE IIE. CHART PAME =

Mame Website

9 Administrator
Retail Porta

9 Authenticated Users
Retail Poria

@ Blog Authors

10) The new portal user is now assigned to the portal Administrators role.

11) Go back to the Portal, refresh the browser if you are still logged in as the new Admin user,

or log in as the Admin user.

12) The new user can now edit the Portal.

®, Community Portal All~ | searc

A Content Blogs Evenis Forums Help Desk ldeas Issues

Welcome to the Community
Portal!

Q & Portal Admin =

Children

Edit

Delete

Mew +

This site is a community resource where users can browse content and events, share tips and tricks,
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This concludes the Creating Portal Administrators guide.

Please proceed to the Creating Web Roles guide.
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