
Excess Soil Notice 
Internal Database
Guide - Admin Users 
and User Management
The Internal Database is only available 
to designated Ministry staff



The Internal Database has admin users alongside 
standard ministry users. Admin users have portal 
administrator permissions which allows them to edit Filings 
and related data. Additionally, an important capability for 
admin users is user management.

Note: To add a new user you must first search their email address. Email address has been used as Internal Database UserName, it is unique and  
unchangeable by Internal Database users/admin users. Please contact RPRA support if we must modify the Email.

Permissions Ministry User Admin User

Search for Filings

Access Filings Data

Generate Reports

View Notifications

User Management

As an admin user, access user management from homepage tab.

Select the Manage button to view and edit a users details, or select the  
Add New User button to add a new user to the ministry portal.

How to Manage Users



Manage Internal Users

Active Users: Users who have access 
to the Internal Database are considered 
to be “Active Users”.
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Fields: Information about a user is 
shown in these tables.
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3 Actions: An Admin User can Manage 
or Disable active users.
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4 Add New User: This button will allow 
an Admin User to add a new user to 
the Internal Database.

5 Actions: Inactive Users can be re-
Enabled, but not managed unless 
they are Active

Admin Users will see an additional tab in the Internal Database: “Manage Internal Users” Clicking this shows the screen below



Add New Users

Add new user:

Enter in the 
user’s details and 
they will be sent 
an email with 
login instructions.

Update existing 
user:

If a user exists with 
that email already 

you can update 
their details and 

role.

To add a new user you must first search their 
email address. The Internal Database will 
check for any existing users with that email 
address, and then provide the applicable 
option. 

Note: Email address is used as the Internal 
Database UserName. It is unique and 
unchangeable by users. Please contact registry 
support if an email address must be changed.
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