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HOW TO CREATE A NEW USER IN AGILITY 
Please find the steps below for setting up users for Agility.  

1. Go to System Administration > Security Administration > User Profiles 
2. Each system comes defaulted with a New User account.  Use the 

Search field to pull the user up. You can also choose a user that 
performs similar job functions as the new user you are creating. Type 
over the User ID and User Name.  

 
3. Enter the users email address. 
4. Check the change password at next login flag. This will allow you to set 

a generic password for the user and then at their first login they will be 
prompted to change the password.  
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5. Click save, you will be prompted to create a new record. – Click Yes. 
6. You will be prompted to Set the Password.  Use something generic like 

Happy123 and use the same thing for each user. They will be changing 
it at first login from above step.  

 
 

7. Copy Template User Settings – Make sure all are checked and click OK 

 

8. Have the user log into Agility to make sure everything is working 
correctly.  


