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Search/Add Users 

Objective 
This tutorial will provide information on how to search for and create new users in the Dynamics 365 

Results Reporting Online System (RROL).  

Audience 
This training guide is intended for the RROL Service Canada and NHQ users. 

Manage Users in Dynamics 
On the left side menu on the home page, you will see a link called Manage users, that includes two 

types of possible users: external and internal.  

External Users - lists external users associated to your Organization.  

 

Each column on the page can be sorted to refine your search. For example, you can click on First or Last  

Name to search for a specific person in alphabetical order.  
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You may also use the search field located at the top right –hand corner by adding the first or last name.  

The search results will display all users that contain the name entered in the search field.   

 

 

 

 

Although NHQ and Service Canada has the ability to manage user permissions for external 

organizations through the Dynamics 365 Interface, it is suggested that Community Entities, 

CISSS/CIUSSS and project organizations (in Quebec) manage their own users as they are 

familiar with the staffing situations at any given time. This includes adding and deactivating 

their own users. 

Create a New External User 
Should Service Canada or NHQ be in a position to have to create a user for an external organization, the 

following steps need to be taken: 

1. From the External Users link, click on New at the top of the page.  

 

2. Search for the organization for which this person will be associated. For example, City of 

Toronto. 

3. Select the Access level by clicking on the magnifying glass on the right hand-side of the field. 

Access levels include Administrator, Data Entry or Read Only 

4. Add the remaining contact information for the new user  
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It is key to ensure that the correct email address is provided as an official invitation will be sent to this 
address. This email provides full access to the RROL data for your organization.  
 
All mandatory fields must be completed. If a field is skipped, an error message will appear asking you 
to complete the information.  

 

5. Once you have completed all of the new users information, click on Save at the top of the page.  



Dynamics 365 –Project Details 
 

4 
 

 

The new user will then receive an email with instructions to activate their access to the RROL system. 

Note that for security purposes, the new user only has four (4) hours to activate their new password 

upon receiving the email.  

The following is a sample of the email the user will receive.  
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Deactivate/Activate an External User 
If a user no longer requires access to RROL, their profile may never be fully deleted, but their status can 

be deactivated. The organization should continuously manage their users. However, if needed, Service 

Canada and NHQ can support this process.  

To deactivate an External Users, follow these steps: 

1. Under External users, find the user you wish to deactivate.  

2. Select their name 

3. Click on Deactivate at the top of the page.  

 

A deactivation confirmation message will pop up asking you to confirm this action.  

By clicking on Deactivate, this user will no longer have access to the RROL. If this user requires access 

again in the future, they can always be reinstated.  

You would find the name of the user you wish to reactivate, select their name and click on the Activate 

button located at the top of the page.  

 



Dynamics 365 –Project Details 
 

6 
 

An activation confirmation message will pop up asking you if you wish to activate or cancel this action.  

By setting the status to Activate, this will provide the user with the same access rights they originally 

had. 

Internal users - which include Service Canada and NHQ staff, can only be managed by the NHQ RROL 

team.  

To grant access to a new Service Canada employee, please submit a request to the RROL mailbox - NA-

RROL-RREL-GD@hrsdc-rhdcc.gc.ca.  

Included in the request must be the user’s first and last name as well as their access level. This includes 

Administrator or Read only. 

NHQ will action this request as soon as possible and contact the new user with the RROL link.  

Please refer to the Homelessness Learning HUB for other Dynamics 365 training guides and tutorials.  
 
If you have any questions regarding the information provided in this document, please contact the 
RROL team at NA-RROL-RREL-GD@hrsdc-rhdcc.gc.ca.  
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