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1 To create a new user account manually in Edvance360, first log in as an Administrator and click 
on the Admin Tab. 
 

 
 

2 Click on the User Management link in left-hand navigation bar. Then click Users from the drop 
down list. 
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3 Click the "Add New User" link at the top-right of the page and add the pertinent, available 
information. Note: Only the red asterisked fields are required. Click the "Submit" button to 
complete. 
 

 
 

4 After clicking the “Submit” button, you will be returned to the list of users. To complete the 
process, click the checkmark box to the left of the new user’s name and click the “Send 
Welcome Email” to send the user a Welcome Email. The user will then be able to select a 
username and password to sign in.  Note:  To edit the Welcome email go to Admin>Config 
&Settings>Application Settings>Email Settings.  
 

 


