Qcore  Assigning Username and Passsword

1) Switch to Qcore (upper right side of screen)

2) Click users

Add User

!) Go to the row: 

Common Tasks 
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	Create Registrant


Click Create New User

3) This will bring you to a screen

	Create New User

	

	User Information 

User Name: 
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Password
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Confirm Password
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	Login Permissions 

Product Name
Login 

Administrator 

QContent
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a) Fill in the user name and password blocks

b) Fill in the login blocks

c) Note: Check the Administrator blocks for the user to be an administrator

d) Click save

Assigning and Deleting Security/folder permissions

1) Switch to Qcontent (upper right side of screen)

2) Click on <Department Directory><Department name>

3) Go to this row

	File

	Edit

	Tools

	Help
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	Logged into QContent as: 

admin

(logout)




4) Select <Edit><Folder Security>

5) This will bring you to a screen like this

	Set Permissions for Tax Collector 

	Inherited permissions are listed in blue. 

	

	Add a User


User

 

ACCEPT


admin 

Read
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ADMINISTRATOR 

Read
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anonymous 

Read
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EVERYONE 

Read
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pblakesley 

Read
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Modify
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rwelty 

Read

[image: image40.wmf]
Modify

[image: image41.wmf]
Delete

[image: image42.wmf]
Create

[image: image43.wmf]


[image: image44.wmf]S

ave



 HTMLCONTROL Forms.HTML:Submitbutton.1 [image: image45.wmf]Cancel





6) Find the name of the user that you want to give permission to edit this file

7) Check off the appropriate boxes

a) for additions, check the boxes

b) for deletions, uncheck the boxes
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