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Purpose: This Job Aid will assist in managing the people that are able to access the QuickBooks Online 
Company. 
 

Adding a User 
In order to Add a User please follow the steps below: 
 
NOTE: When adding a User make sure to check that there is a User slot available as there are only 2 Users 

allowed per company, other than Moose Intl. 
 

Step 1: Click on the Gear Icon in the top right-hand side of the screen. 
 

 
Step 2: Click on “Manage users” in the pop-up box. 
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Step 3: Click on “Add User” 

 

 
Step 4: Most users will be added as a “Company admin”, which gives them access to 

all parts of the QuickBooks Online Company.  
 

Step 4a: Click the “Company admin” radial button so that it turns Green. 
 

 
 

Step 4b: Click on the “Next” button on the bottom righthand side of the screen 
 

  



Job Aid: QuickBooks Online Managing and Changing Users 

Page 3 of 7 

 
Step 5: Click “Text a Code” and a text message will be sent to your phone for security 

purposes to verify who you are and that you can make the update, 
 

 
Step 6: Enter the “Verification code” that was sent by text to your phone and then click 

“Continue” 
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Step 7: Enter the User contact information and then click on “Save in the bottom 

righthand corner of the screen. 
 

 
 

NOTE: After the “Save” button is clicked an invitation will be emailed to the new user. 
The new user will need to open the email and click on “Let’s go!” and follow the 
instructions to login for the first time. 
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Removing a User 
In order to Removing a User please follow the steps below: 
 
NOTE: When removing a User make sure that there is at least one User other than Moose Intl that is able to 

access the QuickBooks Online Company. 
 

Step 1: Click on the Gear Icon in the top right-hand side of the screen. 
 

 
Step 2: Click on “Manage users” in the pop-up box. 
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Step 3: Find the person that you want to remove and Click on the down arrow next to 

the word “Edit" and a dropdown menu will appear. 
 

 
Step 4: Click on “Delete” from the dropdown menu. 
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Step 5: Confirm that the correct person for deletion is in the popup box, then click on 

“Delete”. 
 

 
 

NOTE: An email will be automatically sent to the person, that was removed as a User, 
confirming that their access has been removed. 

 
NOTE: If extra assistance is required, with this process contact the Territory Manager,  

Chapter Advocate, or the Moose Legion Area Manager. 
 
 

 
 
 
 


