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

BOOTHS VENDOR PORTAL

Move the mouse to the link Manage Vendor Details

First Name:

Last Name:

Contact Number:

Manage Vendor Deta\'Isl Chang

Click on the link Manage Vendor Details

First Name:

Last Name:

Contact Number:

|Manage Vendor Deta\'Isl

Chang

Move the mouse to the button Add New User

LOGGED IN AS TESTUSER99@BOOTHS.CO.UK LOGOUT

| ADD NEW USER |

ROLES

Click on the button Add New User
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LOGGED IN AS TESTUSER99@BOOTHS.CO.UK LOGOUT

| ADD NEW USER |

ROLES
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Move the mouse to the input field Email Address bsites net/Vendors, Details/ven_220091

ADD NEW USER DETAILS

Email Address

First Name

Click on the input field Email Address bsites.net/Vendors/Details/ven 220091

ADD NEW USER DETAILS

Email Address

First Name

Enter Email Address. bsites.net/Vendors/Details/ven 220091

ADD NEW USER DETAILS

Email Address
Testuser99@booths.co.uk 1o

Saved personal info

Testuser99@booths.co.uk E

Move the mouse to the input field First Name
ADD NEW USER DETAILS

Email Address
Test123@booths.co.uk

First Name

Last Name
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Click on the input field First Name
ADD NEW USER DETAILS

Email Address
Test123@booths.co.uk

First Name

Last Name

Enter First Name.
ADD NEW USER DETAILS

Email Address
Test123@booths.co.uk

First Name
Test [Tab |

Saved personal info

Test  LastUsed
User 12345

Email Address
Test123@booths.co.uk

Move the mouse to the input field Last Name

First Name
Test1

Last Name

Contact Number

Click on the input field Last Name

Email Address
Test123@booths.co.uk

First Name
Test1‘

Last Name

Contact Number
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Enter Last Name. Email Address

Test123@booths.co.uk

First Name
Test1

Last Name
User [Tt

Saved personal info b

User Last Used
12345 Test

Move the mouse to the input field Contact Number

First Name
Test1

Last Name
User1|

Contact Number

At least one role must be selected

Account Manager

Click on the input field Contact Number

First Name
Test1

Last Name
User1

Contact Number

A

~

least one role must be selected

Account Manager

Enter Contact Number.

First Name
Test1

Last Name
User1

Contact Number

g

Saved personal info b

12345  Last Used
Test User

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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ager

Move the mouse to the button Save

Contact

itact

CLOSE | SAVE

Click on the button Save ager

Contact

itact

CLOSE | SAVE
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