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WHAT IS THE SUPER USER? 

• Each HTC will have at least one dedicated Super User.

• The Super User role has permissions to create and invite users to the Randox 
ConcizuTrace™ Portal. 

• They can invite users to sign up to the portal or directly create new accounts.

What is the Super User?
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NAVIGATION – THE RANDOX CONCIZUTRACE™
PORTAL SUPER USER DASHBOARD

The Super User Dashboard shows the number of accounts at each stage/
permission for their HTC.

A “Users” tab is now available in the navigation menu.

There are two additional buttons that can be used to setup new user accounts, 
“Invite Users” and “Create Users”. Each will be covered in detail.



03Navigation

Selecting “Users” from the navigation menu on the left, will allow the Super User 
to toggle to different pages to view the status of users either pending to be set 
up, or those with different permissions.

The Super User will be the only account registered for the HTC 
initially, they will be able to see and edit their own account by selecting 
the pencil icon to the right of their account.

NAVIGATION – THE RANDOX CONCIZUTRACE™
PORTAL, VIEWING ACCOUNTS 
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NAVIGATION – THE RANDOX CONCIZUTRACE™
WEB PORTAL, EDITING THE SUPER USER

The Super User can enter further details about themselves.

They can change their language enable/ disable their account and enable/ disable 
email notifications.

Super Users can do this for ALL accounts associated with the HTC.
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This method allows 
the Super User to 
enter details on 
the user, including 
title, name, email 
address and assign 
user permissions.

Setting up a new user account

SETTING UP A NEW USER ACCOUNT METHOD 1 -     
CREATE USER

Once all mandatory fields are filled and permissions assigned, the Super User can 
select “Add User” – a welcome email will then be sent to the new end user.

The user will receive the following welcome 
message to their email address. The message 
will detail that an account has been created for 
the recipient by their Super User and provides 
details on the purpose of the portal.

The user can select “Click to Complete 
Account Activation” to be taken to the portal.

Upon clicking the link, the user 
will see the welcome message. 

The User should click 
“Continue” to proceed.
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The user will be prompted to enter 
their email address and select “Send 
verification code” to receive their 
access code. 

Once received via email, the user 
should enter the code and select 
“Verify code” to continue. 
The option to “Send new code” 
will be available if required.

Once the code has been entered 
correctly, the user can continue to 
set-up their password.

The password requirements must be 
adhered to, and the same password 
entered twice to allow the user to 
proceed.
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This method will allow the Super User to enter the email 
addresses of multiple users at once.

Setting up a new user account

SETTING UP A NEW USER ACCOUNT METHOD 2 -      
INVITE USERS

The user will receive the following welcome 
message to their email address.

The message will detail that the user has been 
invited to complete their account registration.

The user will have the option to select “Click 
to Complete Account Activation” to be taken 
to the portal.

Firstly, the user will see the 
welcome message, which again 
details the purpose of the portal 
and lays out the steps required 
for account completion.
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In order to create the account – the 
user will be prompted to first enter 
their professional email address that 
is associated with their HTC.
Once the email address is entered 
the user should select “Send 
verification code.” 

The “Verification code” field will 
appear enabling the 6-digit pass code 
to be entered.
The user will also have the option to 
select “Send new code” if required.

The user should enter the code 
provided and select “verify code” 
to continue.
 
A valid code must be entered to 
proceed.

Note the code may be delivered to the user’s junk mail.
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Upon logging in – the user will be 
prompted to select their HTC from the 
drop-down menu.

Once selected, the user should click 
“Continue” to proceed.

The user will then arrive at this window, 
which details that their account is 
pending and must be enabled by the 
Super User. The contact details of the 
Super User will also be provided.

Once the end user has completed their 
set-up, the relevant Super User will 
receive an email notification alerting 
them that an account is pending within 
the Randox ConcizuTrace™ Portal.

When the Super User logs into their account, they will see an 
account waiting at the “Pending” stage.



10Setting up a new user account

The Super User will also receive an in-
portal notification which can be viewed 
by selecting the bell icon on the top 
right side of the portal.

The Super User can select “Users”, followed by “Pending” from the navigation 
window or select the “Pending” timeline from the dashboard. This will take the 
Super User to the screen where all pending accounts can be viewed.

The Super User can complete the creation of the account by adding the new 
users title.

Once complete the Super User should click “Update User”.

Now when the new user logs in, they will be taken to the main dashboard of the 
Randox ConcizuTrace™ Portal.
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