Edit a Supervised User's
Account Information from the
People Module

To edit a supervised user's account information from within the People Module, open the Users
Page in the People Module on the Main Menu. Click the three-dot icon to the right of the specific
user whose account information you wish to edit, opening the Users Table Context Menu.
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Select "Edit Account Info" from the context menu opening the Edit Account Info Page in the
Accounts Module.


https://kaswiki.kastrack.com/uploads/images/gallery/2026-06/zbTimage.png

—
Account Info ‘ Reset Password

Edit account info: Winston Churchill

Username * wehurchill

Email ‘ juchurchill@gmail.com

First Name *

Winston
Last Name * Churchill
Access Level(s)
Add/Edit Access Level(s)
Employee
Supervisor

Supervisor(s)
Add/Edit Supervisor(s)

Troy Trainer

Certification Role(s)
Add/Edit Certification Role(s)

Curl Central Admin
Curl Central General
JF General

JF Trainers

User Photo Drop files here or click to upload

x photo.jpg (1 MB)

Home Page
Employee ID

Phone

Address 1

Address 2

Regional Manager(s) * +Add Regional Manager(s)

Regional VP *

Cancel

Make the desired changes to the user's account information and select the "Save" button when
done.
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Account info: Winston Churchill

Username wehurchill

Email wehurchill@gmail.com
First Name Winston

Last Name Churchill
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The updated information now shows on the user's Account Info Page.
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