FASAMS Job Aid
User Management
1. Log into the system.

2. Click on the Administration tab

3. Note the User tile on the Administration tab.

4. Click the ‘+’ symbol to add a new user

5. Fill in the fields on the Add User tile including First Name, Last Name, Email, and User Name (Ex.
FirstName.LastName) For Initial Group, click on the drop down menu and select the Submitting Entity the new user
will be associated with. Click the Add button once all fields are complete.

6. A new User Workspace screen will open after the Add button is clicked. Click the Manage Roles button on the
Account tile to grant the appropriate access to the new user.

7. Click on the ‘+’ symbol in the Manage Roles tile to select the appropriate access level for the new user.

8. The new role will now show up on the right side of the Manage Roles tile. Click the ‘X’ to close the tile.

9. Once back on the User Workspace screen, click the Add Notification button to add email notifications to the new
user’s account.

10. Click on Type and Submitting Entity to select the notification(s) and Submitting Entities to apply to the new user.
Note, most user will only have access to one submitting entity.

11. After the new user’s profile has been setup with appropriate Account roles and notifications, click the back button to
return to the Administration tab.

12. The new user will now be listed on the Users tile on the Administration tab. Click on the User Name to update the
user profile. The vertical ellipsis can be clicked on to initiate a Reset Password email or to Lock Account. For more
information consult the new FASAMS Chapter 2 on Pamphlet 155-2.

13. Adding a new user will initiate an email to the new user to Confirm Account Creation. The new user must open the
email and follow the necessary steps with 12 hours to fully setup the account. Please see Account Setup job aid.

