
Setting Up a New Conference User

e-Manager
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e-Manager

Setting up a new user is a simple 2 Stage process.

1.  Select “Add a Contact” (from drop down or click button)

2.  Complete Add a Contact form and click “Submit” button (on bottom right)

3.  View Contact screen displays…

Stage 1: Create the Contact

… From View Contact screen, click “Add an Account” button (on bottom right)

4.  Complete Add an Account form, click “Submit” button (on bottom right)

5.  View Account screen displays 

Stage 2: Assign the Conference Account



3

How to Open the Add a Contact Screen…

Select from DropdownSelect from Dropdown

11

Click ButtonClick Button

22
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“Add a Contact” Screen Displays…

Then Click “Submit”Then Click “Submit”

Complete All Required * FieldsComplete All Required * Fields



5

“View Contact” Screen Displays…

The Contact is now createdThe Contact is now created

Click “Add an Account” to create 
conference account

Click “Add an Account” to create 
conference account
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“Add an Account” Screen Displays…

When screen displays simply
Click the red button to create the account

When screen displays simply
Click the red button to create the account
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“View Account” Screen Displays

The Account is now createdThe Account is now created

EndEnd


