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Manage users



There are two ways to organize users:  
either for your entire organization or for just a single project.

ORGANISATIONAL LEVEL 

PRODUCTION LEVEL



ORGANISATIONAL LEVEL



LOG IN to your account. 

1. Select the MENU at the top right by clicking on 
your organisation's name 

2. Click MANAGE USERS. 
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On this page, you can see all the current users 
within your company's profile. 

3. ORGANISATION ADMINS at the top are users 
who have access to everything. They can view and 
modify all projects. 

4. CUSTOMISED PERMISSIONS can be found at 
the bottom. These are users with restricted access.  

This may be either access to just one project, or 
they may only be able to add and modify their own 
activities. 

5. To invite a new user, click the INVITE USER 
button at the bottom right. 
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6. Enter the EMAIL ADDRESS of the user you 
wish to send the invitation to. 

Choose between: 

 

7. ORGANISATION ADMIN 
Users who have access to everything. They can 
view and modify all projects. 

or 

8. CUSTOM PERMISSIONS 
Users with restricted access 
(please go to the next page for more information) 

9. Click INVITE USER and they will receive an 
email with more information. 
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For CUSTOM PERMISSIONS, there are several 
options:  

8. You can grant them permission to create  
NEW PROJECTS or not. 

9. You can grant the user permission to  
VIEW, CREATE, and USE THE TEMPLATES  
your organisation has created. 

As you scroll down, you can see all your projects. 

If you want the user, for example a freelancer or a 
supplier, to only have access to the projects they 
are working on, this is where you select which 
ones. 

10. Click ASSIGN on the right side of the project 
you want to invite them to. 

You will now have three options: 

11. PROJECT MANAGER makes the user the 
manager of this project. 

12. ACTIVITY COORDINATOR gives the user 
access to add/edit/delete all activities in this 
project, but will not be listed as PM in the system. 

13. The FREELANCER has limited access and can 
only edit/delete their own activities (this is also 
appropriate access for a supplier). 

Customise the access, click INVITE USER, and 
they will receive an email with more information.
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PRODUCTION LEVEL



You can organize members on a project level in 
two different ways.  

Either within the portal for your ENTIRE 
ORGANIZATION (see the previous slides) or 
directly within the SPECIFIC PROJECT. 

This guide will show you how to do it WITHIN A 
PROJECT: 

1. Open the PROJECT you want to invite the user 
into. 

2. Click on the MENU in the top right corner. 

3. Select MANAGE USERS. 
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Here, you can see which users are assigned to this 
project. 

You will not see all members of your organization; 
this page is specific to the project. 

Here, you can see the three access levels, and you 
can remove or add members as needed. 

3. PRODUCTION MANAGERS are the leaders of 
this project. 

4. ACTIVITY MANAGERS have access to add, 
edit, or delete all activities within this project. 

5. FREELANCERS have limited access and can 
only edit/delete their own activities (this is also a 
suitable level of access for a vendor). 

6. To invite a person to the project, click on 
INVITE USER at the bottom right.
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7. Enter the EMAIL ADDRESS of the user you 
want to send the invitation to. 

8. Select the USER ROLE you want them to have. 

9. Click on INVITE USER, and they will receive an 
email with more information. 

Note: Remember to remove members you have 
invited when they are no longer working on the 
project (except for the Production Manager).
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