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This guide will show you how to add a new user in 
Booths Vendor Portal

Move the mouse to the link Manage Vendor Details

Click on the link Manage Vendor Details

Move the mouse to the button Add New User

Click on the button Add New User
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Move the mouse to the input field Email Address

Click on the input field Email Address

Enter Email Address.

Move the mouse to the input field First Name
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Click on the input field First Name

Enter First Name.

Move the mouse to the input field Last Name

Click on the input field Last Name
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Enter Last Name.

Move the mouse to the input field Contact Number

Click on the input field Contact Number

Enter Contact Number.

Select at least one role from the list. Click on a checkbox to check it. Click the same checkbox again to uncheck 
it.
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Move the mouse to the button Save

Click on the button Save


