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Logging into Sitecore 
 

 
1. Enter your User Name, Password, and then click Login to log into Sitecore 

 
2. Forgot Your Password – enter in your User Name to have Sitecore email you a newly generated 

password (this may go to your junk email folder – sender: donotreply@website.net) 

mailto:donotreply@website.net
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The Launchpad – The Experience Platform 
Note: Based on the access rights of your account and role, your launchpad may look differernt. 

 
4. The Sitecore Launchpad is well organized in the following categories: 

• Green – marketing and analytics tools 
• Red – content editing tools 
• Orange – tools to organize your digital assets and page workflows 
• Black – recycle bin to retrieve your deleted items 
• Blue – account configuration, system steup and app installations 
• Purple – user account settings 

 

 
4. The contents of this document will focus on: 

• User Manger(Purple) 
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Setting Up a New User 
 

1. Click User Manager from Sitecore’s launch pad. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Alternate path: From the Security tab in the Content Editor, select User Manager. All steps 
are the same from either starting point. 
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2. From the User Manager dialog box, click New. 
 
 
 
 
 
 
 
 
 
 
 

3. In the Create a New User dialog box, complete the necessary fields: 

• User Name: Click inside field to enter an unique user name 
• Domain: If multiple options are available from the dropdown, ask System Administrator 

if you have questions 
• Full name: Click inside field to enter user’s full name 
• Email: Click inside field to enter user’s email address 
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• Comment: Optional 
• Password (Red): Password requirements such as length and requiring 

nonalphanumberic characters can be set up. 
• Roles (Orange): This field can be left blank and roles can be chosen later or click Edit to 

choose roles now. 
o In the Edit User Roles dialog box, select one or more roles from the Role column 

(Green), click Add (Blue), then OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• User Profile: User or Visitor Profile 
• Select Next 
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4. In Create a New User dialog box, check Open the User Editor, then select Close. 
 

5. Edit User dialog box opens in the General tab. Check the Administrator box if the new user is a 
system administrator. Portrait is optional. 
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6. In the Member Of tab, click Edit to choose Roles for the User. 
 

7. In the Edit User Roles dialog box, select one or more roles from the Role column (Red), click Add 
(Orange), then OK. 
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8. From the Profile tab, a Start Url can be selected. This can be very helpful for Users who have 
very specific roles and only edit one section of a large site. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Communicate the username and password to the new user in a secure manner. 
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