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User Setup Overview  
This chapter provides an overview of key information you need to know to add new users to 
the Fusebox system, as well as how to manage user profiles and permissions. You will also 
find instructions on how an administrator uses the User Setup application to manage users 
in the Fusebox portal.  

Topics in this chapter include: 

o External Administrators 

o User Profiles and Entitlements 

External Administrators 
External Administrators are created by our Fusebox Technical Support Team. A Fusebox 
External Administrator must be established for Entities/Sites. An External Administrator can 
perform the following tasks within the Fusebox User Setup portal: 

• Create a new user 

• Modify an existing user 

• Deactivate a user 

• Reactivate a user 

• Reset a user’s password 

• Clear security questions 

User roles are tied to the specific functions required to perform a job. The External 
Administrator role can assign the correct entitlements for employees to work with the 
Fusebox application. 

Once the administrator creates a new user, two system-generated e-mails are sent to the 
user. The first e-mail notifies the new user of their User ID and contains instructions on how 
to access the system.  The second e-mail contains the user’s temporary password.   
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Accessing Fusebox User Setup 
User Setup is accessed from the navigation menu located to the left side of screen. 

 

There are two options on the User Setup menu: Search/Edit User and Add New Users, as 
shown below. 

 

The next chapters provide further details on how to Add a New User, Search/Edit User, 
Clone User, and Account Status.   
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Setting Up a New User  
This chapter provides instructions on how to set up a new user in Fusebox. It also describes 
the features and configuration options in the User Setup application to manage users in the 
Fusebox portal.  

Topics include: 

• How to Add a New User 

o User Information 

o Profiles and Entitlements 

o Select Hierarchies  

o Review 

How to Add a New User 
External Administrators who have appropriate credentials can add new users to the Fusebox 
Application by following these steps. 

To add a new user, do the following: 

1. Open the User Setup portal from the navigation menu located on the left-hand side of 
the screen.  
 

2. Select the User Setup tab, Add New User option. 

 

There are five steps to setting up New Users in Fusebox.   

• User Information 

• Profiles & Entitlements 

• Select Hierarchies 
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• Preferences 

• Review / Submit 

Each step is detailed in the following sections. 

User Information 
1. User Information is step 1 to add a new user.  

 
 

2. On the User Information screen enter the Required (fields with red asterisk) 
information. 
 

3. Review the information for accuracy. You cannot edit the username once the profile is 
created.   
 

4. Use Next button to move forward in Add New User process.  

Profiles and Entitlements 
Profiles and Entitlements is step 2 to add a new user. 

1. Selecting Next from the User Information step will drive you to the Profiles and 
Entitlements screen as shown below.  
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The following profiles and their applicable entitlement options are available within 
Fusebox.  

• General  

• Case Management 

• Batch Management 

• Reporting 

• Custom 

• File Management 

Note: Each section is broken out into Features and Grantor Privileges. Features 
enable the user to use Fusebox with the selected permissions. Grantor Privileges 
enable the user to give the selected permissions to another user. 

Within General / Features at least one profile in bold is required. You will not be able to 
proceed to the next step of the user setup process without selecting one of the profiles 
in bold.  

Required profiles include:  

• Portal User No Home Page or Docs from Processor 

• Portal User No Home Tab 

• Portal User with Home Tab 

 
To create a user that can give grant profiles, select the appropriate grant privileges.  
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2. Select the appropriate profiles for the new user. Details of the Entitlements for each 
profile can be viewed by opening the Tree.   

 
 
The selected profile(s) appear to the right.   

 

Note: The entitlements for a user are based on the profile(s) selected. Review the 
profile/entitlement combination to ensure it is what the user needs.  

3. Use Next button to move forward in Add New User process.  

Select Hierarchies  
Select Hierarchies is step 3 to add a new user.  

1. Selecting Next from the Profiles & Entitlements step will drive you to the Select 
Hierarchies screen as shown below.  
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The selected hierarchy defines the level of customer data access and allows the user to 
view information in the system pertaining to the selected hierarchy level. The user can 
only see data pertaining to the hierarchy node they are assigned to and the sites 
associated with that level.   

At least one hierarchy node must be assigned to add a new user. 

2. Enter at least one required field from the available options in the Search Hierarchies 
section of the screen.  

 
Options include Hierarchy Name, Entity ID, or Site ID. Click Search.  

3. Select Hierarchies screen displays with List View being the default. 

 

Tree view is an additional way to view the Hierarchy List.  
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4. Using the checkboxes select the desired entity(s) and/or site(s) the user shall have access 
to.  
 

 

If no additional entities or sites need to be added, click on the Next button at the top 
right corner to move on to the next step. 

 

 

If additional entities or sites are needed use the Change Search button to go back to 
Search Hierarchies beginning.  

 

 

Note: Selected nodes will be shown in right panel of the Search Hierarchies.  

5. Follow above steps to add additional hierarchies/entities/sites. 
 

6. Use Next button to move forward in Add New User process.  
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Preferences 
Preferences is step 4 to add a new user.  

1. Selecting Next from Select Hierarchies will drive you to the Preferences screen as 
shown below.  

 

2. On the Preferences screen select the Time Zone from the dropdown list. Time Zone is a 
required field.  
 

3. Select Preferred Landing Tab from the dropdown list. This is Optional. Preferred 
Landing Tab selection ensures the user is driven to that Tab of Fusebox upon logging in. 
This setting can also be changed within User Preferences of the Settings > Preferences. 
 

4. Check Do Not Display Pop-up Notification Alerts if you do not wish to receive Pop-Up 
Notifications. These notifications are from the Fusebox Message Center. This setting can 
also be changed within User Preferences of the Settings > Preferences. 

Review 
Review is step 5 to Add a New User.  

1. Selecting Next from the Preferences step will drive you to the Review screen as shown 
below.  
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2. Review the information for the new user. 
 

3. If any information is incorrect, click Back to navigate to the window where a change is 
needed. 

 
  

4. If everything is correct, click Add New User on the upper menu bar to create the new 
user. 

 
The Review screen will say, “New user successfully added.” 
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5. If you need to print the user account information, use the Print button at the top right of 
the screen.  

 
 

6. If another user needs to be added, use the Add Another User button on the top right of 
the screen.  

 
 
 

New User Passwords 
A message appears that the user has been sent a password.  

The new user will receive two separate emails. One email contains the username and the second 
email contains the temporary password information. 
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Search and Edit User 
As a Fusebox administrator, you can view and edit information about an existing Fusebox user.  
These options include: 

• Quick View 

• Quick Edit  

• Search and Edit User 

Quick View  
Quick View is a high-level view of the user account. 

1. On the Search Results screen, select the checkbox of the user you wish to View. 

Select Quick View from the menu on the upper right of the screen.   

  

2. To close the popup window, click Dismiss on the bottom corner.  
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Quick Edit 
1. On the Search Results screen select the row of the user you want to edit. 

 
2. Click Quick Edit on the upper right menu of the screen.  

The Quick Edit popup window displays. 

 

3. Updates include First Name, Address, City, etc.  
 

4. Click Save.  

User has been saved displays in a popup at the bottom of the screen.  
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Search and Edit User 
1. Click the User Setup tab. 

The Search/Edit User screen displays.   

 

2. Under User Status select Active, Inactive, or Both.  
 

3. Enter additional Search criteria for the user you wish to edit.  

Note: Hierarchy Node* is a Required field.  

4. Click Search. 

Search Results screen displays.   

 

5. Using the radial buttons on the left-hand side, select the user that needs to be updated. 
Select Edit.  
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User Information 
1. User Information is step 1 to Edit User.  

User Information displays. 

 

2. Edit the user’s information as needed. The username cannot be edited.  
 

3. Click Next button to move forward in Edit User process.    

Profiles & Entitlements 
Profiles & Entitlements is step 2 to Edit User process.   

1. Selecting Next from the User Information step will drive you to the Profiles and 
Entitlements screen, as shown below.  
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You can add or remove profiles to the existing user as needed by selecting/deselecting 
desired profile selections.  

2. Use Next button to move forward in Edit User process. 

Select Hierarchies 
Select Hierarchies is step 3 to Edit User process.  

Remove Node  
1. To remove a Hierarchy Node, select the hierarchy node(s) you wish to remove from the 

right-hand panel using the radial buttons for your selection.  

 

2. Click Remove Node. 
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Track Hierarchy 

1. Select Track Hierarchy in the Review/Edit Current Hierarchies section of the Select 
Hierarchies screen. 

  

2. Click Track Hierarchies.  

The Track Hierarchy popup window displays providing the existing hierarchy 
information.  

 

3. Click Dismiss after you complete your review.  
 

Add Additional Hierarchies/Entities/Sites 
1. Enter at least one required field from the available options in the Search Hierarchies 

section of the screen, then click Search. Options include Hierarchy Name, Entity ID, or Site 
ID.  
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2. The Select Hierarchies screen displays with List View being the default. 

 

You can also view the Hierarchy List using the Tree view, as shown below.  

 

3. Using the checkboxes, select the desired entity(s) and/or site(s) to which the user shall 
have access.  
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If no additional entities or sites need to be added, click on the Next button at the top 
right corner to move on to the next step. 

If additional entities or sites are needed, use the Change Search button to go back to 
Search Hierarchies beginning.  

Note: Selected nodes will be shown in right panel of the Search Hierarchies.  

4. Repeat the above steps to add additional hierarchies/entities/sites. 
 

5. Once all hierarchies/entities/sites are added, use Next button to move forward in Edit 
User process.  

Review 
1. Selecting Next from the Select Hierarchies step will drive you to the Review screen as 

shown below.   

 

2. Review the account information for the edited user. 
 
If any information is incorrect, click Back to navigate to the window where a change is 
needed. 
 

3. If everything is correct, click Save Changes on the upper right-hand corner of the screen. 
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The Review screen will indicate that User has been saved.  

 

4. If you need to print the user account information, use the Print button at the top right of 
the screen.   
 

  
 

5. If another user needs to be reviewed/edited, use the Back to Search button on the top 
right of the screen to return to the Search/Edit User Screen. 
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Clone User 
When a new user needs to be set up with the same profiles and entitlements as an already 
existing user, that existing user can be cloned to simplify the new user creation process. 
 
Steps to clone user include: User Information, Select Hierarchies, Preferences, and Review.  
 
Complete the following steps to clone a new user from an existing user: 

1. Go to Search/Edit User. 

 

2. Enter search criteria for the user you wish to clone. Required fields are indicated by an 
asterisk (*). 
 

3. Click Search. 
 

4. Search Results display. 

 

5. Select the user you wish to clone from the Search results.  
 

6. Click Clone on the upper right menu. Clone New User screen displays.  
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User Information 
1. User Information is step 1 to Clone New User.  

 
2. On the User Information screen enter the Required (fields with red asterisk) 

information. 

 

Note:  You will see that the Access Node Type is grayed out. This occurs because you are cloning 
a current user to a new user that has the same account type and access node type.  

3. Use Next button to move forward in Clone User process.  

Select Hierarchies 
1. Select Hierarchies is step 2 to Clone New User.  

 
2. Enter at least one required field from the available options in the Search Hierarchies 

section of the screen.  
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Note: The hierarchies that display in the Review/Edit Current Hierarchies section are 
those that exist for the user that is being cloned. For the new cloned user, hierarchies can 
be added and/or removed as needed.  

Options include Hierarchy Name, Entity ID, or Site ID. Click Search.  

3. Select Hierarchies screen displays with List View being the default. 
 

 

Tree view is an additional way to view the Hierarchy List.  
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4. Using the checkboxes select the desired entity(s) and/or site(s) the user shall have access 
to.  

If no additional entities or sites need to be added, click on the Next button at the top 
right corner to move on to the next step. 

 
If additional entities or sites are needed use the Change Search button to go back to 
Search Hierarchies beginning.  

 

Note: Selected nodes will be shown in right panel of the Search Hierarchies.  

5. Follow above steps to add additional hierarchies/entities/sites. 
 

6. Use Next button to move forward in Clone User process.  
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Preferences  
1. Preferences is step 3 in cloning a new user.   

 
2. On the Preferences screen select the Time Zone from the dropdown list. Time Zone is a 

required field.  
 

 
 

3. Select Preferred Landing Tab from the dropdown list. This is Optional. Preferred Landing 
Tab selection ensures the user is driven to that Tab of Fusebox upon logging in. This 
setting can also be changed within User Preferences of the Settings > Preferences. 
 

4. Check Do Not Display Pop-up Notification Alerts if you do not wish to receive Pop-Up 
Notifications. These notifications are from the Fusebox Message Center. This setting can 
also be changed in User Preferences | Settings | Preferences. 

Review  
1. Review is step 4 in cloning a new user.  

 
2. On the Clone New User screen, Review all information. 

 
3. If everything is correct click Save Clone User located in the upper right corner of the 

screen or click Back, to edit or Cancel. 
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4. Click Save Clone User.  
 

5. Review screen will say User has been successfully cloned.  

 
 

6. Alert popup message displays saying a password has been emailed to the user. 
 

7. If you need to print the user account information, use the Print button at the top right of 
the screen.  
 

 
 
8. If another user needs to be cloned, use the Clone Again button on the top right of the 

screen to return to the Search/Edit User screen.  
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Account Status 
The chapter discusses how to complete the following Account Status tasks:    
 

• How to Deactivate an Existing User 

• How to Reactivate an Inactive User 

• Reset Password 

• Clear Security Questions 

How to Deactivate Existing User 
1. From the Search Results screen, select the user you wish to update the account status 

for by selecting the checkbox of the user.  
 

2. Select Account Status from the menu on the upper right of the screen. 
 

 
 

3. On the Account Status screen select the Inactive radial button.  
 

 
 
Before you can proceed with this selection, a confirmation window displays asking you 
Are you sure you want to deactivate this user effective immediately. 
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4. Click OK. 

Account Status screen displays with Alert that says User unable to access system due to 
Inactive/Locked account. 
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How to Reactivate an Inactive User 
1. From the Search Results screen, select the user you wish to update the account status 

for by selecting the checkbox of the user.  

2. Select Account Status from the menu on the upper right of the screen. 
 

 

3. On the Account Status screen select the Active radial button.  

 

 
Before you can proceed with this selection, a confirmation window displays asking you 
Are you sure you want to reactivate this user effective immediately. 

 

 

 

 

4. Click OK to verify you wish to activate this user.  

Active Status now shows Active and Unlocked.  
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Reset Password 
1. From the Search Results screen, select the user you wish to update the password for by 

selecting the checkbox of the user. 
 

2. Select Account Status from the menu on the upper right of the screen. 

 
 

3. On the Account Status screen, select Reset Password.  

  

4. You will receive an Alert asking you to Confirm Reset Password.  

 

5. Click Confirm. 
 

6. When you click Confirm you will receive a Password Reset Complete message with 
instructions.  
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7. Click Dismiss to close window.  

Clear Security Questions 
1. From the Search Results screen, select the user you wish to clear the security questions 

for by selecting the checkbox of the user 

2. Select Account Status from the menu on the upper right of the screen. 
 

 
3. To Clear Security Questions, click on Account Status on the menu bar.  

Account Status screen displays. 
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4. Click Clear Security Questions.  

You will receive an Alert asking you to Confirm Clear Security Questions.  

 
The Alert explains that security questions will be unavailable for the user until they can 
login successfully and reset the questions.  

5. Click Confirm. 
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