ADD USER TO RIC

NOTE: This is done if the administrator receives a mail and the user has NOT filled in the registration form
1. Login as site administrator
2. Click Site Actions  View all Site Contents
[image: ]
3. Click Site Pages
[image: ]
4. Click Add User
[image: ]
5. Enter the details and click Submit
[image: ]
6. Scroll up and you will get a message that the user has been registered successfully
[image: ]
7. Click Site Actions  Site Settings
[image: ]
8. Click People and groups under Users and Permissions
[image: ]
9. Click New  Add User
[image: ]
10. Click on the book icon
[image: ]
11. Enter the name that you want to add and press Enter
[image: ]
12. Select the user and click Add
[image: ]
13. Click OK
[image: ]
14. Disable the check box Send welcome e-mails to the new users. Click OK
[image: ]
15. Go to Central Administration now. Click Application Management
[image: ]
16. Click Create site collections under Site Collections
[image: ]
17. Enter the title. Choose /my/personal from the drop down URL. Enter the email address for the user that you want to add. Click Custom
NOTE: Replace dot (.) and at the rate (@) by underscore (_). For example vinci.dwivedi@softedge-systems.com should be entered as vinci_dwivedi_softedge-systems_com
[image: ]
18. Enter the username as the email address of the user that you want to add. Click OK
[image: ]
19. Right click on the URL and open it in a new tab
[image: ]
20. Click Solution Gallery
[image: ]
29. Click Solutions
[image: ]
30. Click Upload Solution
[image: ]
31. Click Browse
[image: ]
32. Browse the template MyContent.wsp. Click OK
[image: ]
33. Click Activate
[image: ]
34. Click on the name
[image: ]
35. Click Custom
[image: ]
36. Click OK
[image: ]
37. The following screen will appear
[image: ]
38. Change the settings as mentioned in the below screenshot. Click OK
[image: ]
29. Click Site Actions  Site Permissions
[image: ]
30. Click Grant Permissions
[image: ]
31. Click on the book icon
[image: ]
32. Click on the search button
[image: ]
33. Click All Authenticated Users. Click Add
[image: ]
34. Click OK
[image: ]
35. Enable the radio button Grant users permission directly. Enable the check box Read – Can view pages and list items and download documents. Disable the check box Send welcome e-mails to the new users. Click OK
[image: ]
36. Close the tab
[bookmark: _GoBack][image: ]
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