
3.) Select “My Users” from the top menu bar 

How to add a new user to Universe

1.) Login to the universe portal (if you're unsure of your username or password you can use
the forgot password button on the login screen to get this reset or just get in touch) 

2.) Once logged in hover over the dropdown
menu with your username on the top right and

select “Swap to administrator view”

4.) Select “ADD NEW” on the left 

5.) Add the new user's “First name”, “Last name” and “Email”



8.) Once added you will see this new user appear in the “My Users” section. 

6.) Then assign the “Rights” you’d like this user to have access to

7.) Select “Create user” 

9.) Now we have this new user all set up, we need to assign them a subscription.       
To do this select “My Company”



11.) Find a subscription that is “Not assigned” 

12.) Click the drop-down and assign it to your new user 

Please note: If you have no available user licenses or subscriptions,
please get in touch with your account manager

 0333 023 7000

10.) Select “Subscriptions” from the left 


