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RESTORING A DELETED USER



Accessing your Clients
The UMI can be found at http://www.nla-eclips.com/manage and should be accessible from any

computer with internet access. If you already have a username and password to view eClips cuttings,
you will be able use the same login credentials to access the UMI.

Login into the UMI using your own eClips login details. Once logged in click on the tab that
says ‘list organisations’ (see below). If your login doesn’t allow you to do this then please

contact clientservices@nla.co.uk
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Show Al | . Search Click Here

From here you can search for and view all the clients that are assigned to your Press
Cuttings Agency. If there are any client organisations missing, please contact
clukins@nla.co.uk. Please note that when your organisation is initially linked to a new

organisation, then you will only be able to see the users that your organisation has setup.
If you try to add a username that already exists the system will let you know that users
current login details and add them to your user list.

Adding/Deleting Users

If you select a client organisation you can then add/delete users and amend passwords.

Adding and deleting users is very simple. To add a new user select ‘add new user’ and fill
out the details you wish to use.

To delete a user(s) simply select the user you want to delete and click ‘remove user.’
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Forgotten passwords

If your client has forgotten their password you can reset it by changing their password. To
change a password simply select “change password’ under the actions column and type in
the new password. It will be effective immediately.
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Restoring a deleted user

To look for and restore a deleted user, you will need to login in as an administrator for the
organisation in question (i.e. not your own admin login details) then select the ‘search’
button (you can leave the search field blank). Find the user you wish to restore and select
‘restore user.” If you do not know who the administrator is for an organisation, you can
either create one or contact clientservices@nla.co.uk
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