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Instructions: Change User Profile and default profile 
 

Prerequisite: 

• You have multiple user profiles, meaning your user account has access to multiple companies. 

1a Header: 

• In the header there is always the default 

user profile (arrow 1), to which it is 

automatically linked each time it logs in. 

• Clicking on this button will take you to the 

profile selection screen. 

 

 

1b Dashboard: 

If you are on the dashboard, you can click on the 

Change company profile link on the right in the 

tile with the company data (Arrow 2)  
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2 In the profile selection, you will see an overview of 

all user profiles associated with your user account, 

along with their corresponding accesses. You will 

also see which user profile you are currently using 

(Arrow 1). 

 

• Click on the desired user profile to activate 

it and work with it. 

• Greyed-out profiles marked as "Pending" 

(Arrow 2) refer to access requests that are 

still pending. 

 

Modifying the default profile 

• The profile marked as "Default" is your 

default profile (Arrow 3), which is 

automatically activated after every login. 

• You can change the default profile by 

clicking the blue-marked link Set as Default 

(Arrow 4) 

 

 

 


