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User Management - How to create and
manage Users?
This guide is also available as a video. Click the link below to watch:

scribehow.com/embed-preview/User_Management__Ho...

This guide provides step-by-step instructions on how to
create and manage users in GO by Spark. It explains how to
navigate to the user management section, create a new user,
set permissions, and share a recovery key. Anyone who needs
to create and manage users in GO by Spark will find this
guide helpful.

1 Navigate to GO URL.

Depending on the version, the "Users management" can be found:

Within the user options: Click the user name and then click "Manage Users".

https://scribehow.com
https://scribehow.com/embed-preview/User_Management__How_to_create_and_manage_Users__fwq9CQ_1SkCt1Sew6oDy6Q?as=video&size=flexible
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2 Or,

As a tab: Click on "Users" to access this functionality.

3 Click this icon to create a new user and/or export the users as a CSV file.
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4   • Click "New User" to create a new user.

  • Click "Export Users" to export the users as a CSV file.
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5 For this guide, we clicked "New User".

After, complete the fields as shown in the example below.

Also, make sure that the property is selected correctly.

Please note that after creating the user, if the selected property is incorrect, you
will need to delete the user and create a new one with the correct property.

To delete, simply click "Delete User" at the bottom of the page.
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6 Each permission includes a brief description—carefully review them and check the
appropriate boxes to assign the user's permissions.

7 Add one or more venues here if the user is a venue owner.

It is possible to search by typing the venue name or using the scroll up/down
option. To select the venue, simply click on the venue name.
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8 Click here to finish creating a user.

9 After creating the user, it is necessary to share a recovery key so that the user can
create their unique password.

Click "Generate Password Recovery Key" to obtain the code.
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10 Click here to copy the recovery key.

Note: The following two steps are typically used for Shoreside users.
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11 If the user requires access to more than one property, click here to add an
additional property.

12 If the user needs access to all properties, click "Promote to Brand" to grant access
to all properties at once.
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Tip! Remember to click "Save Changes" whenever editing an existing user's
permissions.


