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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to manage the users on a CommunitySites website. This is a job for the website administrator.  The guidelines cover:
1. Editing a user
2. Deleting a user
3. Creating a user
	1: EDITING A USER


User details are normally created when by new users when they register on the site.  To edit these details:  

1. Log in 
2. Click on Add/Edit pages to go to the control panel

3. Click on the Users tab. 

4. Select the user you want to edit form the list on the LH side.

5. Edit the user’s details. You can alter the following fields:

· User name (but normally you would leave this unchanged)

· Password (type in a new password if the user has forgotten the old password)

· First name/last name (self-explanatory!)

· E-mail address (self-explanatory)

· Profile (you can ignore this unless your site is set up with a contributor’s area)

· Profile language (you can ignore this unless your site is set up with a contributor’s area)

· Receive messages (you can ignore this unless your site has messaging functionality)

· Notify by e-mail (you can ignore this unless your site has messaging functionality

· Editor (check this box if you want to make the user an editor)

· Administrator (check this box if you want to make the user an administrator

6. Click on update

	2: DELETING A USER


So long as there are no pages or comments created by the user on the site, you can delete a user by clicking on the Delete button at the bottom of the user profile.  However, if there are any pages or comments in existence, the delete button won’t appear (this is to stop pages suddenly being ‘orphaned’ in the database).  
If you still want to delete the user, you first need to find any pages or comments created by the user and delete them. To do this, locate the relevant pages or comments by using the ‘By user’ selection box on the RH side of the Comments tab and Pages tab. 

	3: CREATING A USER


You can create a new user by clicking on the New user button on the RH side of the Users tab.  You only need to do this in exceptional circumstances, as users usually register their own username and password.    
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