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Management

Cenftre users




] Management

Centre Is the back-end

to your tessello.

Learn how to maintain
Management Centre users.
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Management Centre User Permissions

Within Management Centre thereare 3 core groups with different levels of permissions

Standard Super Admin

Permissions
User User

Edit Learner Details ' 4
Reset Learner Passwords & MFA
Delete Learners
Deactivate/Reactivate Learners
Add/Edit/Run,/Delete Reports
Add/Edit/Delete Resource Tiles
rammes &
Learning pathways
Add/Edit Resources
enues,
Email Learners

Add/Edit User grou mmunities
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Add/Edit/Delete Admin Users.




I Creating new MC users

Step 1
Openthe
Administration
menu and select
Settings /MC Users

‘ management centre

Logaut

‘Advanced Search
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Step 2
Select Add
MCUser

Step 3
Complete learner details
And set their permission in Security
Group

] Add MC User
-

Step 4
Click the Add MC User
button
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Editing

Step 1
Openthe Settings
menu and select

MCUsers

Updatingyour Profile
Open the Settings
menu and select Your
Profile

MC users

B management centre Las

P Admeitrbon

— CTT— i o

Step 2
Select the user you
want to edit
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Update your
password or
email address

Step 3
Update the
details and

click save



First logins

Once you have created a new MC User, an email will be sentto them with the access link, usernameand password.
PLEASE NOTE: Theemail details will expire after 15 minutesfor security reasons— so make sure your MC user can access it.

On accessingthe systemthey will be asked to go through a short registration process where they can change the password to something more
memorable— onscreen guidelines will take them throughthis process

ma nagement Forgottenyour password?
centre If you forget your
password at any time, you

can followthe link to
generatea new one

—




If you are experiencingany
difficulties with Management Centre
users, please contact the Tessello
support desk.

'capita | @ tessello
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