
How to Register and Update User 
Badges and Passwords

Users must have proper permissions in order to update their own and other users 
information within the system.

1 Click the "tools" three gears icon



2 Click "Manage Users"

3 Click the "Search User" field to search by name or use the "advance page" arrows
at the bottom of the page



4 Click the "edit" pencil button

5 To add or edit a badge number click "Scan Badge"



6 Scan the new badge into the system and then click "Register Badge"

7 Click "OK" and the new badge will now be associated with that user



8 Click the "Password:" field to update or enter in a new password

9 Confirm the new password



10 Click the "Update User" button



11 To update your own badge number or password click the "tools" three gears icon

12 Click "Manage My Account"

Updating Your Own Badge and Password



13 You can now follow steps 5-10 from above to update your badge information or
password from this screen




