
MyFost – Create and manage users

30 March 2023

Tutorial for the users’ administrator



CREATE AND MANAGE USERS (1)

Log in on MyFost. 
This tab takes you to the 

page where you can 
create or manage users. 

2



CREATE AND MANAGE USERS (2)

On this page you can check 
whether a user has already 

been created in MyFost. 

In order to access and 
modify data from an 

existing user, 
click on the line.

Active = the user was 
created and has activated 
his MyFost account.

Inactive = the user has 
been created but has not 
yet activated his MyFost 
account. 
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CREATE A NEW USER

Click here to
create a new user.
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ENTER THE USER’S DATA

Enter the user’s
data and click ‘Next 

step’
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LINK THE NEW USER WITH ONE OR MORE SITE(S) (1)

Add here the 
partner/member to 
which the user must 

have access. At 
least 1 is needed.

6



GRANT THE NEW USER
RIGHTS FOR THE SITE(S)

Click on the arrow to
open the site and
grant the user the
desired rights to

read, write and/or 
validate. 
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ADD AN APPLICATION ROLE IF AVAILABLE

Add application role 
if available and 

needed
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NEW USER 
ACTIVATION MAIL

Send the activation 
mail immediately (or 
later) and save the 

user.
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SEND THE USER
AN ACTIVATION MAIL

Send the activation mail if 
not yet activated or if link 

has expired.
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MANAGE USER

Deactivate
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Click to 
modify 

rights. At 
least 1 

partner is 
needed.

Manage 
access



Any questions?

Contact us
via partners@fostplus.be
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