
Add/Delete Users 

 

Follow this process to change the staff and faculty with access to the web site.  

 

1. Go to www.parishportal.com  *You do not need to log on* 

 2. Click Add/Edit User 



 

 

 

 

 

 

This Window will pop up  

 

The following will either add a new user, edit a current 

user, or delete a user depending on your needs.  

 

 

 

 

Type the person’s name who no longer needs access to 

your website.  

 

For a new user type the person’s name 

 

 

 

Select to create a user 

(This will vary from one parish to another) 

 

Select to delete a user 

 

 

 

 

 

 

Type in the name of your parish  

 

 

 

 

 

 

Type in your name 

 

 

 

 

Your email— 

Solutio will notify you via email when the changes are 

made 

 

 

 

 

 

If there any instructions you want Solutio to have, type 

them here 

 

 

 

 

 

 

 

 

Click submit when done.  


