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How to Invite a Buyer as a User — Collablly 2.0
(Admin Guide)
This guide walks Admin users through the process of inviting a new Buyer to Collablly
2.0. It explains how to access the User Roles section, send an invitation email, assign
permissions, and ensure the new Buyer can log in and start using the system.

1 Welcome to the Admin User Invitation Guide!
In this section, you’ll learn how to invite a new Buyer or Admin user to Collablly
2.0.

In your web browser, go to mammoth.collablly.com and log in to your account.
If you need assistance with signing in, please refer to the Quick Start Guide.

> Note: To invite a user, you must have Admin-level access.

Once successfully logged in, you will land on the Collablly Dashboard.
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2 From the top-right corner of the Collablly Dashboard, click the User Menu (your
profile icon or name) to open the dropdown options.
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3 Click "User Roles"
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4 This will bring you to the User Roster page, where you can view all registered
users along with their active status and assigned roles. From here, click the Add
New User (+) button to start inviting a new user.



Made with Scribe - https://scribehow.com 5

5 Click the Add New User (+) button to open the invitation form.

6 Enter the email address of the user you would like to invite.
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7 Click "Send"

8 For Admin awareness, here’s what the invited user will experience:

The Buyer will receive an email from Collablly with the subject line “Collablly
Account Invitation.”
The email will include the inviter’s name and a Join button to complete the
account registration process.

> Note: Once the Buyer completes registration, their account will appear in the
User Roster with the assigned role and active status.
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9 The Buyer will click the Join button in the invitation email to begin the account
registration process.

10 his will open the Registration Form in the buyer’s web browser.
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11 The Buyer completes the account registration form and clicks Submit. This
completes the registration process.

> Note: While creating a password, each requirement in the left column will turn
from red to green as it is met. Any item remaining in red indicates the
requirement has not yet been satisfied.
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12 Once the Buyer has completed the registration form, the Admin will see the new
user listed in the User Roster.

This concludes the Buyer Invitation and Registration process. The user is now
ready to log in to Collablly and begin using the platform under the Buyer role.


