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Click on Computer Management icon. 

 
 
Click on Local Users and Groups. 

 
 
Click on Users 
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Right-click empty white space at end of list, then click on New User.  
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Add information for new user and click Create. 

 
 
Click on Close. 

 



Social Services Information System (SSIS)  8/28/13 
Ref. 510: How to Add a User to the SSIS Server  Page 4 of 6 

Go back to list, right-click on New User, and click on Properties. 

 
 
Go to Member Of tab and click Add. 
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Type Administrators and click OK 

 
 
Click on Users and then click Remove. 
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Then click on OK again. 
 

 
 
…and you’re done!  Congratulations!  You added a new user to the SSIS 
server!  Be sure the user tests the login and changes the password. Users 
need unique ID’s; users may not use shared login accounts such as 
‘coadmin’ as allowed in the past.    


