BBC Comply: User management

User management is required so people in your team are given access to the BBC Comply system. Only Team
Administrators with the relevant permissions can perform user management.

If you are a Team Administrator for your production company but you do not have access to BBC Comply, please

contact BBC Compliance Support.

Once BBC Compliance Support has created a new team within BBC Comply for your company and provided the

Team Administrator with user administration permissions, the Team Administrator will need to add new people to
their team.

Access BBC Comply User administration

To access the User Administration section of BBC Comply:

® Click on Help and select Users in My Teams
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The Users in MyTeams page will open. Your name and team will be listed in the top right.
B|B|CREEe [  Hannah Abranam - 88C PUBLIC SERVICE |

Y Filter ¢ Sort = Per page

Anyone in your team with access to BBC Comply will be listed beneath, showing the following:

0 Display Name (and Role) [ When the account was Created

0 Email address 0 The permissions or Role they have

0 The time they were Last Seen (or logged in) Compliance

0 The Teams name

0 Users In My Teams =+ Request To Add A User

Q Found 86 Results

Name (Position) Email Last Seen Created At Roles Teams

Person 1 erson_1@teamnameemail.com 17/10/2024 08:24 17/09/2018 09:11 exec-producer-extemal (ptk), _
p _1@ team-admin (ptk) X Team Name

I Person 2 person_2@teamnameemail.com 17/05/2024 15:45 11/05/2022 17:36 user-read-only (pik)
I Person 3 person_3@teamnameemail.com 08/04/2024 13:05 23/03/2023 11:18 exec-producer-external (ptk)
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Add a new user

To create a new user:

®» Click on + Request To Add A User

@ Users In My Teams + Request To Add A User

Q Found 86 Results

Name (Position) Email Last Seen Created At Roles Teams
In Email, type the person’s email address
In First Name, type the person’s first name

In Last Name, type the person’s last name

$¥ 3 3 3

In Display Name, type their name as it should be displayed in the system; this will normally be their first
and last name

$

In Position, type the person’s position

$

In Company/Division, type the company name for an independent production company, or the division for
a BBC production team

®» In Mobile Number, type the person’s mobile number; if required, international mobile numbers can be
added by typing + followed by the country code

®» In Role, select the appropriate permission level for the user. If the person should perform user

management for the team, select ‘team-admin’ as an additional role ® In Team, search for and select the

team
© Request To Add A User
Email *  g3m peacock@bbe.co.uk v
First Name * g3, v
Last Name * pgacock v
Display Name * s3m peacock v
Position gpc Executive v
Company/Division pgC studios Entertainment v
Mobile Number 07123 456789 \/
Notes
P
Roles @ support-admin team-admin compliance-manager

production-internal-schedule v exec-producer-internal
exec-producer-studios exec-producer-external user-read-only

extended-schedule-tx-42 extended-schedule-tx-21

Team ™ gpc studios En Team is required
BBC Studios Enter‘t;ﬂnment

+Reque: Cancel




®» Click on + Request

If you wish the new user to perform user management for the team, in Roles, select ‘team-admin’ as an

additional role.

A confirmation message will display to confirm your request:

2 Request To Add A User To My Teams | Thank You

Thank you for contacting Compliance Support. A member of our team will be in touch soon.
< Back to PTK - Compliance IS NCIMBEETE-ERHES

New users will not have access to BBC Comply immediately. Once their access has been granted, you will see
their details listed in your Users in My Teams list.

You will need to contact the user to let them know their access has been granted; BBC Comply does not
generate a system notification.

Edit or delete a user

@ To edit or delete a user from BBC Comply, please complete the details of the user in the BBC
Compliance Support form, and state what action you require.
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