
 

 

 
 

1 

 

 

STEPS TO 

Invite New Users and 
Assigning Roles 
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1. Click Settings in the top right corner. 

 

 

 

 

 

 

 

2. Select Team Members. 

 

 

3. Click Add Members and enter the email address(es)  

of the team members you wish to invite to the space.  

 

 

 

 

 

 

 

 

 

 

 

 
 

  

Note: The invited user(s) will 
receive an email invitation to 
join the team. If they are 
brand new to Florence, they 
will be prompted to create an 
account within the invitation. 
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4. Assign the new user a role by clicking the Actions   I Icon, then Manage Access. 
 
 
 
 
 
 
 
 

5. Select the role you’d wish to assign from the drop down. Turn the role “ON” and 
save your changes.  
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