Adding a New User to your Site

User Roles are created by the help desk, after a new user has completed

training at https://pwtraining.dma.mil. To add a new user to your site, you
will need to contact the Help Desk during business hours (see below).

Before you contact the help desk you will need to collect the following
information and consider the following things about the new user’s role on
your site.

User information:

User’s first and last name

The user’s display name. This is the name that will be displayed when

your user is logged in.

The user’s username (most likely first initial of first name followed by

last name)
The user’s email address

User’s Role
Be prepared to answer the following questions about what your user will be
doing on your site.

What section(s) or page(s) will the
new user be working on?

o The user does not need to
have access to all the pages or
all the modules on your site.
You need to think about the
areas where you will need
them to perform work, and
limit their access to those
particular areas. For example,
you may have a user who only
works on news stories. This
user would not need to have
access to any page but the
news page.

What will the user be doing on the
assigned pages?
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Figure 1. This is an example of a permissions page. It looks
basically the same for both page permissions and module
permissions. This figure gives you an example of how much
or little access you can give to a new user.

o Will the user be able to add subpages?
o Will the user be able to add and delete modules on pages?
o Will the user need access to all of the modules on the page?
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o Will the user be able to publish content directly, or do you want
it to go through an approval process?

*  What would you like the users role to be called?

o Based on the answer to the previous questions, you will need to
think of a title for your new user’s role. If your users job is broad
you may want to call them something like a content manager or
a content provider. If your users job is very focused you should
call them something that reflects that, for example News Content

Provider.
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