Wilton Registrars’  Notes for File

Clarity Training Logging in/Administrative Functions

1. Log in with your Administrative Staff User Name and PWD. (They are the same… at least for the initial log in.)  User name is set up as the initial of your first name followed by last name, e.g.,   John smith will log in as User Name: jsmith .  PWD will also be jsmith.
2.  On the Welcome Page, you will see an “Admin” tab at the top of the page. Click on “Admin”. 

3. Click on “Users”
4. Click on “Manage Users” (This step works best with IE, not Mozilla Firefox.)
5. In the Find box, select “First Name” and enter the name of your town, then “Search”.   This should give you a list of all users (Election Officials) in your town whose names have not been changed yet.   This is the list of Election Officials sent by Taffy Womack on January 24, 2013. 
6. Select “View” to see details of each user. You can view User Name, PWD, their progress on training program.  If you are an administrative staff (registrar), you can make several edits on each entry.
7. Select “Edit” to make changes to “First Name” or “Last Name”. Don’t change “User Names”.  If you change the first and last names, their actual names will print out on their certificates. 
8. Later, if first and last names have been changed, you can search by either first or last name to find a specific poll worker and view their progress.

Notes: After initial log in, administrative staff and election officials can change their own PWDs. A user with administrative functions can look up or change PWDs on anyone’s record. 
For further reference, see e-mails dated :

July 8, 2013—Coryn Jacobson, Online Training Available

January 24, 2013—Taffy Womack, User Names and Passwords
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