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1. Once opened you will see the main menu, as seen below. 

 

 

 

2. In the main menu, Select System Utilities. 

 

 
 

3. Once selected the Genesis: Systems Utilities will open. 

 

 
 

 

 

 

 

 

 

 

 

 



4. In system utilities click on Utilities, User Profile, User MASTER. 

 

 
 

5.  Here you will see all users, to ADD a USER, Click on ADD User. 

 

 

 

 

 

 

 

 

 

 

 



6.  Once opened you will see the below screen. 

 

 

10. Input your User Code and Username in the relevant field. 

 

 



11. Go through each drop down and choose the appropriate options for the user.  

       Once completed press F10 or click on Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


