
2. Select Administration to open the 
Admin Dashboard. 

3. Select Manage Users. 

How to Add an Administrator to an Organization

1. The first thing to do is to select you name and 
navigate to your Admin Dashboard to find the person 
you want to make an administrator. Skip to page 4 if 
you already know how to do this part. 
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4. Select the "All Users" tab, then type in 
the user to be given admin rights.

5. Select the search box. 

6. Select the user from 
the search results.
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7. Select "Boundaries/Rights" 
from the menu on the left.
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8. Select ‘Edit’ in the 
orange box next to 
Boundaries and Rights.

9. In step 1 of the Boundary and Rights 
editor, select "Add Boundary.”

Next you will give the new Administrator 
appropriate Boundary and Organization 
permissions. 
Administrators will be able to submit or approve 
projects within their civic boundaries and 
organization. Assigning these permissions are done 
at different steps in the boundaries and rights 
editor.
Administrators need to be given access to both an 
organization AND civic boundaries so they can post 
and approve projects. 
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11. Select the appropriate country then underlying civic boundaries. 
Civic boundaries can be added by region, state or county, but can be 
as granular as including only the cities within a civic area. 

10. Select the civic boundary option.

12. Select Add. Repeat this step for each civic area needed to include 
at least one state, region or county. 
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13. Select Next.

15. Select Next.

Note: Check the box "assign as lead" if the user is to be 
the organization administrator lead. 
To be the organization administrator lead means that 
their name will display in the Administration Tree in the 
"Manage Users" dashboard for the organization. It also 
means that any pending project approvals for the 
organization will go to them to be reviewed. 

14. In step 2 of the Boundary and Rights editor, type the name of the 
organization then select search. In the drop-down list that appears, 
select the organization. Only organizations included in the boundaries 
selected in step 2 are available for selection.
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16. Review the proposed edits to the user's boundaries and 
rights and return to previous steps to make appropriate edits. 

17. Select "Save Profile" when the proposed edits are correct.

Now that changes have been saved to the user's 
profile, these changes will be immediately available 
to see from the "Boundaries/Rights" section of the 
"Manage Users" dashboard. This user can now edit, 
and post projects based on their organization and 
boundary rights!
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