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To add a user into RDN, you will first need to create a profile. You may only add a New
User if you are within your RDN User License. Contact RDN Support to purchase an 
additional User License if needed.

Adding a New User

From the Main Menu Scroll down to 
Management Functions. Select 
Upper-Management Area.

Select View/Edit 
Company User 
Accounts.
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Current User Licenses.

Select Add 
New User.

Select inactive 
(New User).
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Each User Name must
be unique. You may 
key in a password, or 
select Generate for a 
system generated 
password. Apply a 
check mark next to 
Show Password to 
obtain the system 
generated password.

To receive emails from 
RDN, please enter a 
User Email.  Password 
Reset Email field will 
be required for the 
User to receive 
Password Reset 
Emails.
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Restrict Allowed Login 
Day(s) by deselecting 
the day. You may 
change the allowed 
Login time, however 
the time must be 
configured to Arizona 
Time.  

To restrict Login by IP 
Address, enter IP 
Address is field 
provided and select 
<<Add.

Highlight IP Address to 
restrict Login by IP 
Address. Leave ALL 
highlighted for no 
restrictions.
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Apply permissions. 
Administrator permission 
has access to all sections 
of RDN. Manager 
permission has limited 
administrative access to 
RDN. A user must have 
the Administrator or 
Accounting permission to 
access Accounting or 
perform accounting 
functions.

Apply Active permission. 
Only an Active User has 
access to RDN.
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Click Modify User to complete adding the 
New User to RDN. They may now login. 
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