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From the Dashboard, click the gear icon to access the Admin Tasks Menu
If you do not see the gear icon, you do not have administrative rights.

FINISHLINEM

FinishLine 3

Hello Bob Andarson
Quick Search:
x
All Contact Types
O Quick (tight)
Quick (loose)
ID Only
Comprehensive
| Include Activitles

FINISHLINEM

Home
New Contact

Pemflla

| My Account | Logout

LIST MANAGEMENT SOLUTIONS

ADMINISTRATIVE TASKS MENU

Contacts

Activity Types (0)
Contact Types (1)
Address Types (0)
Referral Seurces (0)
Ratings (0)
Relationship Types {0}
Sales Reps

FinishLine

Help

Security

Group Management

feer ”a“ageme"'\

Project Management

Project SetUp (5)

Communications

Events & Announcements

Click “User Management”

FINISHLINEM

FinishLine ¥

LIST MANAGEMENT SOLUTIONS

Hello Bob Anderson

Quick Search:
X Go

All Contact Types =+
O Quick (tight)
Quick (loose)
ID Only
Comprehensive
| Include Activities

FINISHLINEY

Home

New Contact
Profile
Additional Info

Preferences

| My Account | Logout

USER DIRECTORY

Help
« Back to Admin Menu | Add New User | Show Passwords
Total of 49 users in the system
Project: | Current &
Init. Party: | all 3| Sort: | Last Name %#|| ASC % —| Show Groups | Filer | Reset || Download to Excel
User Search: Go

1-14 Paginate

ID Active e RIS Email Address Username dalishilg, P”“_“’W Update Date

Name Name Party Project
485 X . .ﬂ

Click “Add New User”
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Add Details for the new User and save it

NOTES: Default Initiating party groups users into categories. (I.E. General Contractors, Architects, Owner, etc.) This also controls
the dot shape/color in the FinishLine Pro App. To allow a user to create/complete punches and run reports, add them to the

“Punch User” group. Portal Users are generally sub-contractors. The Welcome Email sends a user project login details and their
username and password.
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Once you have added the new user to the system it will need to be loaded onto the

T device.

Method 1: Login as an existing user. New user credentials will be downloaded when the
device syncs.

jsmith

Method 2: You try to login in and get “Login Details not Recognized”.

Click on the “Refresh User List” button to download your new user’s credentials to the
device.




