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Creating “Sub Users” for your NIMAC Publisher Account
· Each publisher who registers with the NIMAC is given a “super user” account. This person is primary administrative account holder. 

· The super user has full Rights regarding the publisher’s account and inventory.

· The super user has the ability to create an unlimited number of associated “sub user” accounts to provide others with access to the account. 

· Because some users may be employees of the company who need full access to the NIMAC system, while others may be vendors who only need limited access, the super user has flexibility in determining the User Rights associated with each account.
· The super user can edit or delete these accounts as needed, at any time. 

· Creating sub users for your account is a simple and easy process.

1. The “super user” user logs into the NIMAC system. 
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2. From the home page, choose:  User Information(Manage Sub Users(Add Sub User.
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3. Enter a user name, login name, and password for the user:
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4. Select the User Rights for the account by holding down the Control key and clicking with the mouse. (Note: If you are using a MAC, use the Command key, NOT the Control key.)  NIMAC recommends that vendor accounts be given the following rights ONLY:

· Add Content

· Edit Content

· View Inventory
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Be sure to scroll through the options box to click all Rights you want to select:
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Again, the NIMAC recommends that vendors be given only these Rights:

· Add Content

· Edit Content

· View Inventory

6.  After completing the web form, click “Submit.” The system will confirm that the sub-account has been added. 
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7. After creating one or more accounts, you can use the User Information(View User Accounts option to edit or delete an account at any time.
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Just click on the Edit link to open an account record and make changes:
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Or click the Delete link to permanently remove the account:
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The system will ask you to confirm the Delete command, and the screen will refresh showing the account has been removed:
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If you have any questions about how to use the NIMAC 2.0 system, feel free to contact the NIMAC at nimac@aph.org or by calling 877-526-4622.I
3
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