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Objectives 

This tutorial demonstrates how to create and manage user accounts.  

Prerequisites 

 Log In and User Profile 
 Create a New Project 

Requirements 

 CityWater Account 

 Internet access 

Time 

 10–20 minutes 
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1 Getting Started 

CityWater™ allows administrators to manage multiple projects and users. 
Administrators can also create new user accounts and assign the roles, projects, 
and access level for each user.  

You will need to have a CityWater account.  

If you are not already logged in to your CityWater account, access the 
Aquaveo™ Portal by doing the following: 

1. Open a web browser. For the best experience, use Google Chrome, 
Mozilla Firefox, or Safari. 

2. Navigate to the Aquaveo Portal using this address: 
https://portal.aquaveo.com 

3. Log in to your CityWater account.  

4. Open the CityWater app by selecting its app icon in the Apps Library. 

2 Adding New Users 

Now look at creating a new user and adding them to an organization. There is no 
limit to the number of user accounts you can create. To create a new user:  

1. Click on the User Accounts button to navigate to the User Accounts 

page. 

This page contains a list of all users belonging to your organization or an 
organization you manage. From here, you can see if a user is an administrator or 
a viewer and all of the organization they currently belong to. At the top, the 
account name “Me” is the account you are currently logged into. 

For this tutorial, we will create a new user that will later be removed. 

2. Click the New  button to open the New User page. 

3. For this tutorial, start with entering the following to create an account that 
will be deleted later. 

 Status: Set to Active. This will be discussed in more detail later. 

 Username: Enter a desired name to use for this tutorial. Usernames 

should not include spaces or special characters. Usernames must be 
unique and cannot be changed later. 
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 Password: Enter “Password”. Normally you would select a password 

that you would then give to the new user and ask the user to change 
the password.  

 Confirm Password: Enter “Password”. 

 Profile information is optional, but it is recommended that these fields 
be completed.  

4. Continue to the next section to see how permissions are set. 

 

Figure 1: Example of the New User page 

2.1 Defining the User Role 

The Permissions section of the New User page specifies what level access the 
new user will have. These options can be changed later. 

The Role assigned to a new user can either be “Organization Viewer” or 
“Organization Admin”. A viewer can see projects and create scenarios, but will be 
unable to make changes to the base projects. An admin will be able to edit 
projects, create a new projects, and manage users. 

When assigning a role to a user, that user will also be limited by the license 
version of CityWater . 
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1. Leave the Role as “Organization Viewer”.  

2. Under Organization, use the drop-down menu to set it to your 
organization. 

3. Click Create User to finish creating the account and return to the User 

Accounts page.  

2.2 Changing the User Status 

Users can be made active or inactive. With the user that was just created, there 
are no plans for this user to actually use CityWater. It currently is set to an active 
status, but since this user we created is not a real user, we don’t want the 
account to be active.  

If the user status is set to inactive, the user will not be able to access CityWater 
after signing in. 

Since the user that was just created is not an actual user, make it an inactive 
account. 

1. Click on the Edit  button next to the name of the user that was just 
created to go to the Edit User page. 

From this page, all of the options from the when the account was created can be 
changed with the exception of the Username. Note that the password can be 
reset from this location. For this tutorial, we want to change the user status. 

2. Change the Status to Inactive. 

3. Click Save Changes to return to the User Accounts page. 

The user account is now inactive. In most situations involving a user account that 
is no longer needed, it is recommended that user accounts be made inactive 
instead of being deleted. 

 

Figure 2: Active and Inactive status 

3 Managing Organization Members 

When a new user account is added, it is assigned to an organization. Users can 
be added or removed from an organization by editing the user account. However, 
the users belonging to an organization can also be added or removed using the 
organization account.  

1. Click on Organizations in the Navigation pane to go to the Organizations 

page. 

2. If the desired organization is collapsed, click on the name of the 
organization to expand it. 

3. Click the Manage Members  button next to the name to go to the 

members page for this organization. 
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This page will list all members of the organization. Clicking in the Members field 
will open a drop-down menu list of all available user accounts that can be added 
as members of the organization. You can also start typing a member’s name to 
search for a member to add. Users can be removed from the organization by 
clicking the X next to their name. 

Note that if a user does not belong to any organizations, you will not be able to 
assign that user to organizations in the future. For user accounts that would no 
longer belong to an organization, they should be changed to an inactive status 
and left with the organization, or the account should be deleted. 

4. Click Cancel to return to the Organizations page. 

4 Deleting User Accounts 

When a user account is no longer needed, it can be deleted. Deleting a user 
account cannot be undone, so be certain the account is no longer needed before 
performing this action. Deleting a user account removes it from all organizations 
associated with the account. It does not delete the project scenarios. 

The account created earlier in this tutorial is not needed, so let’s delete it. 

1. Click on the User Accounts button to navigate to the User Accounts 

page. 

2. Locate the user that was created earlier in this tutorial. 

3. Click the Delete  button next to the user’s name. 

4. Click Delete in the confirmation window. 

The user account has now been removed. If that account is needed in the future, 
it must be re-created and the user will have to be assigned to an organization. 

 

Figure 3: Delete User confirmation window 

5 Conclusion 

This concludes the “User Account Management” tutorial for CityWater. Items 
discussed in the tutorial included: 

 Creating new user accounts 

 Assigning roles and permissions to user accounts 

 Editing user accounts 

 Deleting user accounts 


