
How to assign an admin user? 

1. Go to Admin> Member Associations>select 
your federation>Admin Users
2. Add a new admin user
• Click the green cross icon 
• Enter full name or part of the name
• A list of people will appear, choose the correct 

one
• In case there is no existing entry for that 

person then create an entry (watch tutorial 
video here)

3. Check for a password if necessary
4. Enter all information requested:
• Professional/personal email (cannot be MA 

general email)
• Select function MA Extranet Admin
• Start and end date of the function as admin 

user
• always save your action
5. If needed, to remove other admin users’ 
privilege, please add end of term date, DON’T 
disable the account
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https://www.youtube.com/watch?v=AnIa4NC24-c
https://www.youtube.com/watch?v=AnIa4NC24-c
https://www.youtube.com/watch?v=ObY27fidsI4
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