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Creating company users for clients  
 
Certification Bodies can create user accounts for any company which is shared with them.  
Where a client wishes to access or share their audit record, a user account should be created associated to the Company that owns that audit record.  
The company that owns an audit record is described in the Audit Owner field of the Details panel in the audit record. 
Determining if a user is appropriate for Directory access and which company the account should be associated to, is the responsibility of the administrating CB. 
1. Open the Company record of the company the user account is to be associated to 
2. Select the Menu tool in the top right corner
3. Select Create user 
4. Enter users name and email address (the remainder will be pre-filled) 
Click Submit to complete the process 

Do not use the Users area to create company accounts.
Do not assign Company users to Site records. 
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Creating users for your own organisation 
 
Certification Body users with CB Full Admin accounts can create (& close) user accounts for colleagues.  
User accounts should reference a specific individual, should not be shared between multiple users and are not transferable from one user to another. 
Certification bodies are responsible for retiring their own Directory accounts when no longer required. 
To create an account for an user within your own certification body; 
1. From the Users area, select + Add User from the top right corner 
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2. Populate the email address, first name and last name of the user 
3. Select the appropriate user type from the Role dropdown (types detailed below) 
4. In the Primary organisation dropdown, enter then select the name of your own Certification Body (which is detailed as the Main office in the Certification Body area if unsure) 
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5. Do not enter a secondary organisation. 
6. Click Submit to complete the process – this will trigger a notification email to the account holder. 
CB account types 
· CB full admin (full access to all functions) 
· CB audit Admin (cannot edit auditor profiles, can edit audits) 
· CB auditor Admin (cannot edit audits, can edit auditors) 
· CB read only (can read content only, no editing to any record type possible) 
 
 
Password resets for all account types can be self-administrated via the forgot password function 
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