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View and edit existing users

1. Once you are logged in, navigate to Administration on the top menu.

Bank Of England Returns Resources Entity Management Administration Entity "BoE Test Firm" gg

Welcome to the BEEDS portal

Portal allows

users to manage their items, v on history and carry out administration tasks

Welcome To The BEEDS Portal

You have su ssfully logged in. You can now use Portal to

omplete and submit all required returns on-line

You should regularly
contact your regulator,

ck that your entity profile is up to date by clicking on “Entity Profile” from the menu. If any details on your profile are out of date, you should

Draft returns that are ready for completion can be found by clicking on "Draft returns” from the menu.

When your returns have been completed, you must use the "Submission” functionality to finally submit them

With Portal, you are also able to

« Print submitted returns where
ew and print previous submissio
+ Partially complete returns and return to them at a later dat:
» Request a resubmission of returns where you become

1ed hard-copies are required

of mistakes,

Notifications

Dismiss Received Subject

( 20N

/2025 10:16:16 Submission of a Return: BoE Tes

irm - APU 2025 (APUS50324) for 20/10/2025

( 20/10/2025 00:15:48 Submission Overdue: BoE Test Reporter (CDOD use only) - cap+ test (CAP32185) for 31/12/2020

2. Click on the edit icons in the Actions column.

Administration

The Manage Reporting Users section allows administrators to add, remove, and modify user accounts within the organization. Control access levels, assign roles, and manage

permissi 5 to ensure s and efficient team collaboration

Manage Portal Users

To view more detail than that displayed, or to edit the user's details, click on the user's associated Action link Create New User
——

First Name Surname Email Address Status Actions
test TEST TEST@TEST.COM Active s
ldl—
lohn Smith JohnS@TestFirm.com Active 7
test test test@testte Active Fd
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3. Select Edit.

Administration

The Manage Reporting Users section allows administrators to a
permissions to ensure secure and efficient team collaboration

, assign roles, and manage

d, remove, and modify user accounts within the organization. Control acc:

View Portal User

First name: test

Surname: TEST

Email address TEST@TEST.COM
Telephone number: 00 0000 123456
Activation status Active

Permission Cr

Security Questions No security questions specified for this user

Return to Users

4. Edit any of the details shown except for their email address, this can only be
done by BEEDS Administration. Then click save.

Administration

The Manage Reporting Users section allows administrator:
permissions to ensure secure and efficient team collaboration

to add, remove, and modify user accounts within the organization. Control access levels, assign roles, and manage

Edit Portal User

This functionality allows you to edit the user details of the selected Portal user

First name test
Surname: TEST %
Email address TEST@TEST.COM Locked Due to Permission Settings

Telephone number

A ation status

Permission
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