Online URT Training Video #3

Hello. In this video, you will learn how to delete users and change the administrative status for group users on MAX.gov, the online platform hosting the Unified Reporting Tool (URT). 

How to Delete Users from Groups

Step 1: Navigate to the “Group Management” page.
To begin, log in to MAX.gov. Once you are on the MAX.gov homepage, navigate to the right side of the page and select the “Manage Groups” link under the “Group Management” header. 

Step 2: Select the group you want to alter. 
The next screen will show a list of all the groups over which you have administrative privileges. Select the group that you wish to alter. To demonstrate, here you will see the cursor select the Oregon Contributor group from the list of groups on the page. 

Step 3: Remove Users. 
Once you have selected a group, a list of users in that group will appear. From here, you can remove users by clicking the “Remove” link in the far right column of the interactive chart. If you do not wish to notify the user(s) of their removal, uncheck the “Notify User?” checkbox on the bottom left of the page. 

Click the ‘remove’ button to automatically remove users from the group. When this happens, the removed users’ information will no longer appear on the page. A message will appear in red at the top of the page, verifying “Successfully removed group access for user = [User Name]”. 

Once this is completed, please also send an email to MAX Support at maxsupport@omb.eop.gov with the names and email addresses of the users removed. 

How to Change the Administrative Status of Users in Groups

Step 1: Navigate to Users. 

In order to change a user’s administrative access to a group, you should follow the previously mentioned steps to access the list of users in a group. To recap, first navigate to the “Manage Groups” link under the “Group Management” header on the right side of the MAX.gov page. Then, select the group you wish to alter admin access to from the listed groups. Once a group has been selected, you will see a list of users in that group.

Step 2: Make Users Administrators. 

[bookmark: _GoBack]The “Admin” column header located in the middle of the interactive chart indicates if a user is a group administrator.  To make a non-administrative user an administrator, click the “Make Admin” link in the far right column of the interactive chart. Once this option is selected, the user will be granted administrative access to this group, and a red message will pop up, verifying, “Successfully granted group admin access for user = [User Name]”. Repeat this action for every user needing administrative access. 

Step 3: Make Users Regular Members. 

To make an administrative user a non-administrator, click the “Make Regular Member” link in the same far right column of the interactive chart. Once this link is clicked, the user will no longer have administrative access to this group, and a red message will pop up, verifying, “Successfully removed group admin access for user = [User Name]”. Repeat this action for every user you wish to revoke administrative access from.  

This concludes the video. If you have further questions on how to delete users and change administrative access for existing groups on MAX.gov, contact the MAX.gov support team by email at maxsupport@omb.eop.gov or by phone at (202) 395-6860.

