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Self Service Portal: User Management

This guide provides a straightforward walkthrough for managing users within the
Self-Service Portal, making it essential for administrators looking to streamline user
onboarding and management. It covers key actions such as adding new users and
deleting existing ones, ensuring efficient user administration.

Navigating User Management

1 Navigate to https://store.riversideinsights.com/
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2 Hover over the user icon

3 Click "Self-Service Portal"



Made with Scribe - https://scribehow.com 3

4 Click "User Management"

5 Here you can see all the users name and email addresses.

Add a New User
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6 To add a new user: Click "Add New User"

7 Add in a First Name, Last Name, and email. The email must not be in the account
already.
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8 Click "Send Invitation"

9 The new user will then show up. The invitation to join has been sent to the email
address for that new contact.
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Deleting a User

10 To delete a user, hover over that user's card and select the trash icon.
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11 Click "Proceed with Deleting"

12 A success message will populate in the top right corner.


