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The ‘Manage Agents’ feature allows you add and remove agent accounts, amend which divisions can be accessed,
and edit the permissions assigned to each agent.

ADDING A NEW AGENT

1) Loginto VFD-Pro.com and then click on ‘Manage Agents’ at the bottom right of the page.

Welcome Mark Walker

Please select the campany below to manage clients

Automation Test - Client Automation Test - Confidential

Owner: Mark Walker Cwner: Mark Walker

Manage Agents Configure Branding

Agent Management

Create Agent

3) Enter the Agent’s details and select their permissions and the divisions to which they should have access.
The permissions are detailed on the right of the screen as shown below:

2) Click on ‘Create Agent’ at the top left of the new page

Permission Details

View Reports: Tick this option if the user is able to access reports for
clients

Manage Clients: Tick this option if the user is able to add, edit or delete
other users.

Manage Client Users: Tick this option if the user is able to add, edit or
delete other Client Users

Manage Agents: Tick this option if the user is able to add, edit or delete
other Agents

Manage Branding: Tick this option if the user is able to edit the report
branding.

Define Mon-Financial KPls: Tick this option if the user is able to define
Mon-Financial KPI's

Enter Mon-Financial KPls: Tick this option if the user is able to enter data
to existing Mon-Financial KPIl's

Receive Report Motifications: Tick this option if the user is to receive
automatic notification when new reports are ready for viewing.

Primary User: Tick this option if the user is the primary user for this
business.

4) Click ‘Save’ at the bottom of the screen. This will trigger an email to the new user with a link for a one-time
login allowing them to set their password for future logins.

Note: On clicking the link some users receive an error stating ‘This page isn’t working. Try clearing your cookies’. If this
occurs, please advise them to click on the link ‘try clearing your cookies’ and follow the instructions provided.
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EDITING AN AGENT/RESETTING AN AGENT’S PASSWORD

1) Follow step 1) from Adding a New Agent

2) Click ‘Edit’ next to the agent

Agent Management
Create Agent
First Name Last Name Position Email Phone Primary Agent Operations
example Agent example.agent@test.com No viewelete

3) From here you can amend the Agent’s details and permissions, and also reset their password by clicking on

‘Reset Password’ in the bottom right of the page.

This will send them an email with a single-use link to reset their password and the below will be displayed at

the top of the site:

O A password recovery email has been sent to example Agent (example.agent@test.com).

Should you have any queries, or if we can be of any assistance, please email ticket@vfd-pro.com.
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