
Administering Users 
Drupal 7 – GeorgiaGov Platform 

 

1.0 Site Users and Roles 

 The term user represents one person and one e-mail address. 

 A role determines what tasks (creating  new content, editing content, managing menus) a user 

can perform. 

 Users may have more than one role; while one user may serve as only an editor, another may 

serve as both an editor and taxonomy manager.  

 

2.0 Platform Roles 

The GeorgiaGov Enterprise platform has four user roles that apply to agency content managers: 

 Creators can create and edit content, but CANNOT publish content.  A creator also CANNOT 

make edits to the homepage, landing pages, or navigation menus.  

 Editors can create, edit, and publish content.  An editor CAN edit the homepage and other 

landing pages, as well as the main navigation of the site. 

 Taxonomy Managers can edit controlled taxonomies used on Georgia.gov or across the 

platform.  

 User Managers can add, edit, and delete users from an agency website, as well as assign those 

users to the roles listed above. 

 Reviewers can see content that is not published, but they cannot edit, delete, or publish the 

content. This role should be used sparingly for a user who wants to review content before it is 

published, but should not have any control over the content of the website. Note: To enable the 

Reviewer role, please open a ticket at support.georgia.gov.  
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3.0 Creating a User 

If you are the Web Manager for your agency website, your user account will have the User Manager 

role. As a user manager, you can add new users to your system, and assign them the roles of Creator or 

Editor.  

1. From the Admin Toolbar, click on People  
2. Click on + Add user 

 

 
Figure 1 Adding a User 

 

The Add User form will appear.  

 

 
Figure 2 Adding a User 

 

a. Enter a Username in the designated field. 

Note: Usernames in Drupal may contain spaces and capital letters. Please note that 

user names are case sensitive. 



b. Enter an e-mail address.  E-mail addresses must be in the proper format 

(name@site.com).  

Note: You cannot create two users with the same e-mail address. 

c. Enter a password in each password field. This is only a temporary password for account 

set-up; upon first log-in, the new user will create a unique, secure password.  

Suggestion: A secure password is one that is at least eight characters long, and contains 

an uppercase letter, a lowercase letter, and either a number or special character. 

3. Check “Notify user of new account“ to send the user an e-mail with their login information.  
Note: If you forget to check this box, you’ll need to send the new user an e-mail with the Web 

address for the login screen and have the user “Request a New Password.”  

4. Check the appropriate Roles box(es) for that user. (See Section 2.2 for explanation of Roles).  
5. Click Create new account. 

 

4.0 Blocking accounts  

When a user’s account is no longer needed (for example, if an employee leaves your agency), it is the 

User Manager’s responsibility to block that user’s account. 

1. From the Admin Toolbar, click on People. 

2. Check the checkbox next to the user(s) whose accounts you would like to block. 

3. Select “Block the selected users”, and click Update. 

 

5.0 Unblocking accounts 

A user account may be blocked if:  

 The user tries to log in too many times with the wrong password.   

 A User Manager blocks the account. 

Anyone with a User Manager role may unblock an account. 

4. From the Admin Toolbar, click on People. 

5. Check the checkbox next to the user(s) whose accounts you would like to unblock.  

6. Select “Unblock the selected users” from the dropdown list and click Update. 
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