
Account Setup: Creating a New Company
Use this guide to create a new company account and its admin user in your platform.

STEP 1

Sign in to the SuperAdmin Portal
01 Enter your SuperAdmin email address.

02 Enter your password.

03 Select Sign in to open the platform administration
dashboard.
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2. Open Create Company
After signing in, you will land on the SuperAdmin Dashboard.

WHAT TO DO

01 Use the left navigation to
select Create Company.

02 This opens the form used
to create the company
account and its admin
user.
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3. Enter Company Information
Complete the Company Information section using the new client's information.

WHAT TO DO

01 Enter the Company
Name.

02 Enter the Company Email
and Phone Number.

03 Select the appropriate
Industry.

04 Select the Company Size.

05 Fields marked with an
asterisk (*) are required.
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4. Review the Company Details
Before creating the admin user, verify the company information you entered.

WHAT TO DO

01 Confirm the company
name, email address, and
phone number are
correct.

02 Confirm the Industry and
Company Size selections.

03 Continue to the Admin
User Information section
below the company
details.

NOTE
The information shown in this
screenshot is sample data. Use
the actual client's information
when creating an account.
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5. Create the Admin User
Finish the setup by entering the information for the client's admin user.

WHAT TO DO

01 Enter the admin user's
first and last name.

02 Create a password of at
least 8 characters and
enter it again to confirm.

03 Your platform will
automatically verify the
email and send a
welcome email to the
admin user.

04 Review the information,
then select Create
Company.

NOTE
Next step: attach the company's
Twilio phone number. That
process is covered in the Phone
Numbers guide.
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