[bookmark: _GoBack]PORTING INTERFACE
MODIFYING USER PROFILES OR RESETTING PASSWORDS

Only your Company’s Administrator can modify user profiles or reset a password.

To modify user profiles or reset a password, complete the following steps:

1. From the Home Page, click on Users.
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2. 
On the User Management Home Page, click the User Name.
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3. 
From the Profile Page, you can make any changes or click the Reset link to Reset a Password. Once changes are complete, click Save. 
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The password may be any combination of alphanumeric characters and must be a minimum of 8 characters.
image3.png
 Users - WOW!

CHGIRll € 1 hitp//10.20.10.102/PortOutManager/Admin/ManageUsers.aspx -1 Ble]x]

E
i Favorites | 7 €] WOW Port Out Tool

‘5 Home - Telepho... ‘JTC Directory Info... ‘5 Home - Telepho... ‘5 Home - Telepho... ‘5 Users - WOWL.. x‘ Q) v @ v Tools~ @v

WOW! coo PORTING INTERFACE

Home | Log Out

Edit View Favorites Tools Help

External Id: For your reference.

/Admin, Insight
First Name: John r
LastName:  spmith =
™: 8005551212 i
Email: jsmith@insight com §
Role: Standard User [¥ Standard: Enter and view LSRs. Super: Create users. |
Default SPID: (6061~ 1
(ommmnbet 56 G| UserName: jsmith ~  /f you need 2 new SPID added please confact support.
X] = Disabled Item Password:  * Reset At least eight characters.
Created: Admin, Insight - 2/16/2012
Is Enabled Unchecking this prevents a user from logging in.

To enter a new user, click the New User button, fill out the
form, and click save.

To edit an existing users, choose their name from the list,
make nessecary changes, and click save.
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To enter a new user, click the New User button, fill out the
form, and click save.

To edit an existing users, choose their name from the list,
make nessecary changes, and click save.
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