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CTSA User Management 

V1.1: April 2, 2025: Estimated 5 minute read 

Overview 

This guide provides step-by-step instructions for hub administrators to manage new 

user requests within the CCOS Portal. It covers how to log in, access user requests, 

and approve or reject user requests. This guide also provides an overview of how to 

access the hub memberships for viewing hub user records, sorting columns, using 

search and filter options, and exporting user records. 

Email CCOS Support with any questions.  
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Who can use this feature? 

This feature is designed for the following roles:  

mailto:support@ccos.ctsa.io
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Hub Administrators: A user role with specific permissions to manage and oversee 

activities within their respective CTSA hub. Hub Administrators are typically responsible 

for approving user account requests, managing hub memberships, and ensuring that 

their hub's information is accurate and up-to-date.  

Glossary 

Quick definitions for terms used in this guide: 

• CCOS: Coordination, Communication, and Operations Support Center 

• Support Ticket: Each new user request creates a support ticket that the CCOS 

Support Team uses to track and manage the request. It is recommended you use 

the support ticket number in your communications with the CCOS Support Team 

so they can help you with any questions or issues identified with the new user 

request. 

• EC: Enterprise Committee 

Version History 

• V1.1: April 2, 2025 

• V1.0: August 5, 2024  

Guidance 

Accessing User Management  

Step 1: Log in to the CCOS Portal 

1. Open a web browser and navigate to the CCOS Login Page.  

2. Select 'Log In' in the top-right corner. 

3. Complete the login process with your credentials.  

https://ccos-cc.ctsa.io/groups/enterprise-committees
https://ccos-cc.ctsa.io/login?redirect=https%3A%2F%2Fccos-cc.ctsa.io%2F
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Step 2: Navigate to Manage Hub Users 

1. Click on the Profile Icon at the top-right corner.  

2. Select 'Manage Hub Users' from the dropdown menu.  
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Accessing & Managing New User Requests  

Step 1: Access New User Requests 

1. Click on 'New User Requests' on the left sidebar menu to navigate to the user 

request list for your hub. 

2. If there are no new user requests, a message will display: You have no new user 

account requests. 

3. If there are more than 10 pending requests: 

a. Use the controls at the bottom of the table to navigate through pages. 

b. Adjust the display settings to show more requests at once.  
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Step 2: Review User Request Information 

Each request includes the following details: 

• Name: (Last Name, First Name) 

• Email 

• Institution 

• Date Received (Sorted in ascending order by default) 



6 

 

 

Step 3: Take Action on a Request 

1. Locate the ‘Action’ button to the right of each request. 

2. Click the ‘Action’ button to open a pop-up containing additional details: 

a. Support Ticket Number 

b. Department 

c. Primary CTSA Role 

d. Hub 

e. Approve / Reject Buttons 
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Option 1: Approve New User Request 

1. Click the selected user request ‘Action’ button. 

2. Click the 'Approve' button in the pop-up. 
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3. You will see a temporary message in the table that states "Account Approved." 

4. Once you refresh the page, the approved request will be removed from the table. 
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Option 2: Reject New User Request 

1. Click the selected user request ‘Action’ button.  

2. Click the 'Reject' button for a selected user request in the pop-up. 

3. A new text field will appear for you to enter why you would like to reject the user. 

4. Enter the reason for rejection in the provided text field. 

a. Please note this reason will be available to the person that made the new 

user account request. 

5. You will see a temporary message in the table that states "Account Rejected."  

6. Once you refresh the page, the rejected request will be removed from the table.  
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Accessing & Managing Hub Memberships  

Step 1: Access Hub Memberships 

Click on ‘Hub Membership” on the left sidebar menu to navigate to the Hub Membership 

for your hub. 

If no users are registered, the message "You have no users in your hub." will appear. 
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Step 2: Search and Filter Users 

1. Use the search bar to find users by: 

a. Name 

b. Email 

2. Apply filters to: 

a. Identify users from specific institutions 

b. Check users with EC Voting status 
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Step 3: Export User List 

1. Click the ‘Export All’ button in the top right corner above the table. 

2. The user list will be downloaded as a CSV file. 
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Step 4: Request User Account Changes 

To remove a user or make changes to an account: 

Contact CCOS Support for assistance. 

mailto:support@ccos.ctsa.io

