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Activating a new user

1. In the main Menu, select the tab Self Service. 

2. Next, select Users & Entitlements.

After completing the above steps, another Security Manager should authorize the change.

3. Click on the tile Users & Entitlements and go 
smoothly through the option Users to the 3rd 
column and the tab All Users.

4. Select a user by clicking on the first name  
and last name.

5. In the user profile in section 1, change  
the status to Active.

6. Click Submit.
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Authorizing a user profile

1. In the main Menu, select the tab Self Service.

2. Next, select Users & Entitlements.

3. Click on the tile Users & Entitlements and go 
smoothly through the tab Users to the 3rd column 
and the tab Authorize.

4. Check the box next to User name.

5. Click Authorize.
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