Creating a User Account in APX

ACX

BUILDING + ONSITE DATA SOLUTIONS

How to create a new user account in the APX platform.

1 Select the Accounts tab.
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Select Create Account. A pop-up will be presented.
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Admin / Accounts&Invitations

Create Account

Accounts

Search

["OrganizationAdmin®,"CertList","user”]

["Inspector”,“Investigator*]

ionAdmin®,"CertList","user”,"clerk”,"Inspector”,"InspectorManager”,"OrgList","Investigator","APXAdmin"]

['CertCreate","CertEdit"."APXAdmin","AgencyList","AgencyCreate”,"AgencyEdit","OrgCreate","OrgList"."OrganizationAdmin","user”,"clerk"."Inspect:

["OrgList™."APXAdmin"]

["OrganizationAdmin®,"CertList","user","clerk”,"Inspector”,"Insp

\ager”,"Investigator’]

["OrganizationAdmin®,"CertList","user","clerk","Inspector”,"InspectorManager”,"Investigator"]

Accounts Pending Activation
Name Account User Type
Org Admin alexorgadming@apxdata.com
Test apxedit@apxdata.com
APXSales A At ro
Dev
L belal.kassem@apxdata.com
Kassem
Brycer

.t £

PEO1 Test brycerapxdata.com
Jeff i ha
Williamson Jeffwillamsongapxdata.com
mergeTest mergetest@apxdata.com
new newl@apxdata.com ["user"]
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Enter an email or phone number to be used as the Account ID.

Account ID Email/Phone Number

Account Name Bill Ding

Employee Id 1234

Password [auto-Generate

Roles
SmartCapture ; gUser[|Organization Admin[_]Organization Form Editor
Smartinspect ; DCIerkDlnspeclurDlnspectorManager
Smartinvestigate - Dlnuesﬂgator
SmartReport : []Incident Reporting Officer
SmartCheck : [~]Check Officer
SmartCommunity : C]Smart Community Officer

SmartHydrant ; [~ ]Hydrant Officer
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4  Enter an Account Name

Account ID Email/Phone Number
Account Name  Bill Ding

Employeeld = 1234

Password Auto-Generate

Roles

SmartCapture : [User(|Organization Admin[_)Organization Form Editor
Smartinspect : DclerkDInspectarDlnspectorManager
Smartinvestigate : [:]Invesm‘gator
SmartReport: [~]Incident Reporting Officer
SmartCheck : Dcheck Officer
SmartCommunity : C]Smart Community Officer

SmartHydrant; [)Hydrant Officer

5 Optional - Enter an Employee ID. This is used as an identifier within certain
modules.

Account ID Email/Phone Number
Account Name  Bill Ding
Employeeld = 1234

Password auto-Generate

Roles
SmartCapture ; User[|Organization Admin[_]Organization Form Editor
Smartinspect ; DclerkDlnspecturDlnspectorManager
Smartinvestigate : Dlnuest\‘gator
SmartReport : C‘lncident Reporting Officer
SmartCheck : [~]Check Officer
SmartCommunity : DSmart Community Officer

SmartHydrant ; [~ ]Hydrant Officer




Let APX auto-generate a password, or deselect "Auto-Generate" and create the
user account password.

Create New Account With Password v

Account ID user@apxdata.com

Account Name | user]

Employee Id 1234

Password [gauto-Generate
Roles
SmartCapture ; [User[ ]Organization Admin[_]Organization Form Editor

: [[JClerk[Jinsp [Jinsp Manag

Smartinvestigate : (~]investigator

SmartRegert: []Incident Reperting Officer
SmartCheck: [|Check Officer
SmartCommunity : [T)Smart Community Officer

SmartHydrant : DHydrant Officer

Use the checkboxes to select which roles the new user account should have for
each available module.

Create New Account With Password v

Account ID user@apxdata.com
Account Name  User1
Employee Id 1234

Password [ Jauto-Generate
password123!

password123!

Roles

SmartCapture : UserDOrganizaliun Admin(_]Organization Form Editor

Smartinspect : []Clerk[Jinsp [Jinsp Manager

Smartinvestigate : Dlnvestigator
SmartReport : [~]Incident Reporting Officer
SmartCheck ; []Check Officer
SmartCommunity: [~)Smart Community Officer

SmartHydrant : DHydrant Officer

Cancel



8 Select Create to create the new user account.

Empivyee 1 1254

Password [“uto-Generate

password123!
password123!
Roles
SmartCapture ; UserOrganizalion AdminDDrganfzalicn Form Editor
Smartinspect : DclsrkInspectnrDlnsp@cmrManager
Smartlnvestigate : Dlnvesﬂgator
SmartReport ; [T]Incident Reporting Officer
SmartCheck : [)Check Officer
SmartCommunity : DSmart Community Officer

SmartHydrant : []Hydrant Officer

Cancel Create
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9 The new user account has been created, and the credentials can be sent to the
new user. Select Dismiss to close the confirmation pop-up.

Account Creation Successful

Account ID: user@apxdata.com

Password

Receiver |:] (If different from the Phone Number/Email you entered)

Dismiss ‘ Send Account Info




