
 

Amending/Adding Users on your Proactis Account 

 

1. If you’re looking to change your main admin on this account, please click your 
name in the top right and go to ‘Your Business’ 
 

  
 
 

2. Go to the ‘Users’ tab. To change the main admin, please select the orange 
pencil on the right side. 
 

 
 
 
 
 
 
 



 
 

3. You can then change the email address, update contact information, and set 
or remove this person as an administrator.  
 

 
 
*You can change the password too if need be. 
 

4. If you want to add a user, please follow steps 1 and 2 above. Instead of 
selecting the orange pencil you’ll see the ‘Add User’ button in the bottom right 
corner.  
 

 



 
5. Please enter in their information and set as administrator if necessary. You 

can select their contact types on the second tab. 
 

 
 

  


