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User Administration Tutorial 

 

The User Administration feature allows users to edit contact information, change the profile image, company logo and 

manage log in names for vendor applications.   

The information entered will appear as the primary contact information on all records/listings within CCIMREDEX.  

The step‐by‐step instructions below take you through the process of accessing and using the various functions within the 

Administration tab.  

Step 1:  Click ‘Administration’ located at the bottom of the Task Menu.  Select ’User Admin’ to enter/edit user 

information.  

 

 

 

 

 

 

 

 

Step 2:  Initially, the user will see the profile information auto-populated by CCIMREDEX in the ‘Preview Profile’ section 

of the screen (top).   The user now has the option to edit additional information, including Profile Image, Company Logo, 

Contact Information and Company Information.  
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Profile Image  

 

 

  

 

 

 

 

 

Step 1:  To edit/add a Profile Image, click the ‘Browse’ button. 

  

 

 

 

 

 

 

 

Step 2:  Locate the desired image on your computer and click ‘Open’. 
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Step 3:  Click ‘Upload’ to add the selected image to the User profile. 

 

  

 

 

 

 

 

 

 

REQUIRED:  * Recommended Profile Image size is 70 width by 80 height. If image is larger it will be scaled down    

          accordingly. Maximum allowed file upload size is 300 KB. 

 

 

When the image upload is complete, the user will see the below progress bar. 
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Company Logo/Organization Information 

 

 

 

 

 

 

 

 

The default Organization is currently “CCIM”. 

 

 

 

 

 

 

 

 

 

Step 1:  To edit/add a Company Logo, click ‘Browse’.  
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Step 2:  Locate the desired logo on your computer and click ‘Open’. 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3:  Click ‘Upload’ to add the selected logo to the User profile.  

REQUIRED:  * Recommended Logo Image size is 225 width by 80 height. If image is larger it will be scaled down 

accordingly. Maximum allowed file upload size is 300 KB. 
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When the image upload is complete, the user will see the below progress bar. 

 

 

 

 

 

 

 

 

 

Step 4:  Click ‘Update’. 

 

 

 

 

 

 

 

 

 

Contact Information/Company Information  

 

All required fields within CCIMREDEX are indicated by a red asterisk (*). 
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Step 1:  Contact Information:  Users are required to input certain information, such as street address, city, email 

address, state, zip code and daytime phone number for the main contact.  The other information fields are optional. 

 

 

 

 

 

 

 

  

Within information fields such as phone number, email address, etc.,  CCIMREDEX will verify the format and will not 

allow you to complete if the fields are not entered and not entered properly. 

Step 2:  Company Information:  Users are required to input certain information, such as Company Name, street address, 

city, state, zip code and phone number for the company.  The other information fields are optional. 

 

 

 

 

 

 

 

Within information fields such as phone number, email address, etc.,  CCIMREDEX will verify the format and will not 

allow you to complete if the fields are not entered and not entered properly. 

 

Step 3:  When desired information has been entered, click ‘Update’.  
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Manage User Accounts for Applications 

The Manage User Accounts function allows users to save login information for third party applications that are 

integrated with CCIMREDEX, including the marketing and analysis tools as well as third party listing services and CIE’s. 

*NOTE: Manage User Accounts DOES NOT register the user for the applications, but the purpose is to "store" or save 

the username to access the applications.  To access and use the applications within CCIMREDEX, the user MUST be 

registered with the application and the username must be entered and stored in CCIMREDEX.  If the user changes the 

username directly with the application, they MUST return to the Manage User Accounts and store the new username.  

If the username is not updated or does not exactly match the username registered with the application, the 

application will not be accessible to the user within CCIMREDEX. 

 

 

 

 

 

 

 

 

 

 

Step 1:  Click the ‘Manage User Accounts’ button. 

The user will now see the Manage User Accounts screen. 
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Step 2:  Click the name of the vendor you would like to manage the user name for. 

 

 

 

 

 

 

 

 

 

 

 

If you do not currently have an account with the vendor you chose, the user MUST register with the application 

directly.  For convenience, CCIMREDEX has provided access to the application via the ‘Register’ button. 

Click the ‘Register’ button.  You will be directed to the vendor’s website to register for an account 
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Step 3:  Check the check box to agree to the Disclaimer.  Enter the User Name for the vendor account.  Again the 

purpose is to "store" or save the username to access the applications in CCIMREDEX and does not register you with 

the application. 

 

 

 

 

 

 

 

 

 

 

 

Step 4:  Click the ‘Save’ or ‘Delete’ button. 
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Step 5:  Once the user has entered the username(s) for the desired vendor(s), click the ‘Done’ button.  

 

 

 

 

 

 

 

 

 

 

 

The user will now be taken back to the User Admin screen.  

 

Step 6:  Once the user is satisfied with the edits that have been made, click the ‘Done’ button. 

 

The user will now be taken back to the CCIMREDEX home screen. 


