’AMeta Farms

Managing your User List

MetaFarms Support

Phone 952.215.3233 e Fax 877.289.3860 e support@metafarms.com

We recommend running your User List on a regular basis to verify that all information is still correct. For example, is a
user no longer employed with your company? Has their job description changed? Has there been a change to the sites

they need access to?

If you find changes that need to be made, please email these changes to us at support@metafarms.com.

Please note that users are never deleted in our system for historical purposes. We do inactivate them. They will still
show up on your User List but the Active checkbox will be blank.
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Your company name will default into the Company field.
You can run the report for just Active or All users by using the Active User Only dropdown.

Report Layout will default to MetaFarms Summary. This will include all information except email addresses. If you wish
to see user emails, change this to MetaFarms Full.
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User List

Company: | Sunrise Farms v

Active Users Only: |No ¥

Report Layout: | (MetaFarms Summary) ¥

Schedule Report

Email: | (Select...) v Email Report

The report will open in Excel. You will see each user along with the following information:

Login Name. Passwords are not shown for security purposes but if the user has an email address under User Email, they
will be able to use the Forgot Password function off the login page.

Super User — this is a delegated user within your company that has additional privileges of editing Event Codes, assigning
Sites to Mortality App users, and changing some company defaults. Super Users are trained on these items when they
are given this type of access.

Thousand Day - this designates that the user will see Thousand Day dates instead of Calendar dates when they log in.
Allow User to Reopen a Group — Give the ability for the user to reopen groups when necessary.
Active — is the user currently Active or Inactive.

Security Groups — each user will show what Security Groups they have access to.

2|Page



