1.1 How to complete a manager application

A new manager application needs to be created on the system within the log in of the individual
making the application. A manager application cannot be made on behalf of someone else. The
responsible person will have read only access to their manager application form within the
registration section of their own web portal.

If the manager application is in respect of a user that is not already using iConnect, please read 1.2
“How to create a new delegate user”.

If the user already exists, please ensure that they have permission to create a manager application.

1.2 How to create a new delegate user
The proposed manager needs to be created as a ‘delegated user’ on the web portal and be granted
permissions to complete the FO1 manager application.

Create new user record
e Onthe main screen, select on the permissions tab on the left side of the screen.
e C(Click on the delegated user’s submenu.
e Select the appropriate service in the drop down menu and then click the ‘create user’
button.

The Reguiation ond
Quality iImprovement

O
i

ree rer - Last Login Legout

Notifications Delegated Users
Changes to registration

Registration of a new

service From this shanu you can ntrol wir 1 fooin on behadt of
Post inspection Al people that can login to your service dre listed i the Detegated User menw. This will allow yoo to 884 new users, edq
evaluations exsting user detaits (e.9, name), o edit permissions (1.e, wikat the user can perform on behalf of the service)

Service: | _pPlase Select <

£ User Contact Detally Edt Usor Peeminsions

\

Report & QIP



Complete user details

e Complete the details for the new user including their email address.
e  When all the mandatory fields have been completed, click the ‘Submit’ button.
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Assigning of Permissions

e  When the user form is submitted you will be prompted to assign permissions to this new
user.

e In order to allow this person to complete the manager application form you should grant
them full access to the ‘Access Submenu Registration of new manager’ (see below).

e You may also wish to grant them permissions to other sections of the portal (e.g. QIP return
or notifications). Alternatively you can edit these permissions at a later stage.

e  When you are finished allocating permissions click the ‘Submit’ button.
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Log in details for new user

e When you are returned to the delegated user’s menu you should see a new user created on
the system against the establishment.

e The system will email the new user their password; however the username will need to be
provided by the person registering the new user.

e Please note the ID number which will begin with the letters ‘CT’. This is this user’s
‘Username’ which they will need in order to log into the system. You should supply your
new user with this ID.

e Once the user has updated their password and accepted the terms and conditions the new
user will be able to access and complete the manager application form (along with any other
forms you have granted them permission to use).
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