
Adding a New User



Go to ‘Add a New User’.

Enter the ‘User ID’. This is used when logging 

into the Formpak application.

Enter the ‘User Name’

Enter a ‘Password’. This is also used when 

logging into the Formpak Application

Confirm the Password

Click ‘Save’

Assign a ‘Role’ to the new user.

Roles are included in the application as a way to 

manage permissions for Users with similar 

requirements.

Users can be assigned multiple roles. 

Click ‘Save’
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Tips
Frequently Asked Questions

Can I restrict User permissions for specific operations such as 

modifying a formulation or creating the first version of a 

document? 

The permissions of a User can be configured for individual 

operations. You can also set permissions based on different 

entities such as Item Class, Party Class and Project Templates.

Can I amend the default permissions for User Roles?

The default permissions of a role can be modified. The 

permissions for a role are split into different categories such as 

Operations, Formulations and Raw Materials.  

You can also create new roles and set the permissions.

How can I see the existing Users on my system?

Simple User information can be found in ‘Search for a User’

The ‘Show System Information’ report contains in depth 

information about existing users on your system, including a list 

of enabled users, current license configuration and a list of 

disabled users.

Further training on this topic is available in our Managing Users & Permissions 

Training Plan.

• Formpak has a built in Help Centre. Click the ‘Help’ button 

to access. 

• Additional information about roles and permissions can be 

found on our Support Centre.

• You can add additional information to a user such as 

contact details.

• When adding or modifying User’s, your license is 

automatically checked to ensures you remain within your 

User license agreement. This includes numbers or Users 

and their permissions.

• A User’s role can be modified in ‘Manage a User's Role’

• The password for a User can be changed in ‘Change 

User’s Password’

• Users can be disabled an enabled using ‘Enable/Disable a 

User’
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https://www.formpak-software.com/Support_Centre/Attachments/TP_Managing_Users_&_Permissions.pdf

