
Once you are set up with Floorplans by Tripleseat, the next step is to add your team. Seamlessly add users
to Floorplans by following the steps below: 
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Navigate to Account Settings.
Navigate to Floorplans and select your initials on the top right-hand side.
Click on Account Settings.
Click on Users.

You will see a list of all users. Your name is at the top and all users are listed below alphabetically by
first name. This includes active and deactivated users.

Select Add a user.
Enter their first name, last name, and email.

As soon as you click Add, the user is active in Floorplans.
Select a User Role from the dropdown to determine their access level. 

Admin: These users have full access to the Floorplans platform. 
General User: These users have limited visibility and can access the following tabs only: 

Account Settings
Site Preferences
Alerts (for Venues)
Linked Apps

Check off which venues the user should have access to. 
 Once saved, Click    and Send Welcome Email to send the new user an email with instructions on
how to access their account.
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Manage Users
Users can be deactivated or reactivated at any time. To deactivate a user:

Navigate to the user, click     and deactivate.
A modal will appear to confirm the deactivation.
The user will still appear in your list of users, but they will be grey.
You will still have access to all of the deactivated user’s work in the All Events tab. They will be
unable to sign into their Floorplans account.

To activate a user:
Navigate to the deactivated user, click    and activate. 

A modal will appear to confirm the activation.
Note: Anyone on your Floorplans team can add or deactivate users.


