[image: ]USER MANAGEMENT OF ACCOUNT


Adding users/editing permissions
The person who first set up the ATO account is a super user, with full administration rights within the ATO portal. A super user can assign up to three other super users within an organisation and add other new users and amend existing users to perform certain functions. They can do this on the User Management page. 
[image: ]1. Log in to CITB Online Services.
2. Click on the “User Management” button on the top menu bar. 
3. The User Management page displays a list of users, their contact details and administration permissions. Click the “Create” button to the right of the search box. Or to amend an existing user, select their profile from the existing users.
[image: ]4. Fill in the details of the new user completing all the required asterisked fields. Or for an existing user; simply amend the details as required.
The Contact Type box reveals a dropdown menu for you to choose the type of user you want to create/ amend. They are: 
• ATO Remove Access – to remove access to the portal for the user 
• ATO Super User – your organisation can have up to four super users with full administration rights 
• ATO User – can add venues and courses and publish them, but only view other pages 
• ATO Bespoke – for you to set custom user permissions using the eight permissions boxes: 
· Organisation – whether the user can update the organisation details 
· Courses – whether the user can submit courses, view the information or neither
· Venues - whether the user can add venues, view the information or neither 
· Standards – whether the user can add new standards or not 
· Form of Agreement – whether the user can sign Forms of Agreement or not 
· Self Assessment – whether the user can complete self-assessment 
· Individual Achievement – whether the user can upload individual achievements or not 
· Bulk Achievements – whether the user can upload bulk achievements or not.
5. When you are ready, click “Submit” to create the new user or to update an existing user. You will return to the User Management page, where all the users are listed. 
6. An invitation email will be sent to the new contact, inviting them to log in to the portal. If the new user is already registered in the CITB system under another organisation they may need to change profiles to undertake activities for the correct organisation.
Changing profiles
If you are user for more than one organisation in the portal – for example an ATO that is also a grant-claiming employer – you may need to change your profile in the portal.
[image: ]1. Log in to CITB Online Services. 
[image: ]2. Click on the “Change Profile” button on the top menu bar.

3. click the magnifying glass. This will show the accounts that you are linked to. 


[image: ]
Grant-claiming employers: the profile can be identified by the seven digit CITB Levy registration number. 

ATOs will not have a registration number. 
4. Select the profile you want to switch to. It will turn blue then Click “Select”
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5. Click “Change Profile” to complete the change 

[image: ]

6. You will then be taken to the Organisation Details page. You will now see that the name of the organisation has changed. The menu at the top of the page will either say ATO or Employer depending on which profile you are in.
Updating user profiles
It’s important that your personal details are correct, as potential customers may access them to contact you. This is how to update your personal details, such as job title, phone number, email, address and communication preferences. 
[image: ]1. Log in to CITB Online Services. 
2. Click on your username in the top right of the menu bar and select “Profile”. 
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3. You will now be taken to the Employee’s Profile page, where you can update your personal details, Address and contact preferences. When you are ready, click “Submit”.
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Updating your organisation details
It’s important to keep your organisation’s details up to date on the system, so that potential customers can contact you easily to book courses. 
You can update details, such as phone number, website, email, and company description, by logging in to your account. 
[bookmark: _GoBack]Some details, such as the company address, account name and registration numbers, you can only change by contacting CITB.
[image: ]1. Log in to CITB Online Services. 
2. Click on the “ATO” button on the top menu bar.
3. On the ATO landing page, you can update any of the fields that are not greyed out such as phone number, website, email and company description. Contact CITB to update any greyed-out fields.
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Communication Preferences
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