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How to Change A User Or Change User's Role 
  
Below is the procedure to update your system to a new HR manager, Care Manager or 
Scheduling Coordinator. 
  

1. First add the new person as a user  

You can create user profiles for people who will be working in the app and send 
them a welcome email to get started.  

1. Navigate from the Keap menu to Admin and click Users. 

 

2. Click the Add Users button. 

 

3. Enter a First Name, Email Address, and click the Send Email Invitation button. 
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4. A results page confirms that you added a user. 

 

5. The new user will receive an email invitation to set up an Keap user account. If 
your user has not received the email within a few minutes, make sure to check the 
junk and spam email folders. 

2. Then add the new person to the appropriate Round Robin by selecting; CRM > Settings 
  

 
  
Then Select Round Robins; 
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Select [Edit] for the appropriate Round Robin based on function 
  

  

 
  
  
Below Is the selection for care manager, simply enter 0 for the old care manager and enter 1 
for the new care manager. Then press save the save button on the bottom. 
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1. Next deactivate the previous user and reassign their contacts owner to the new 
person.  

Navigate to Admin > Users. 
  

 
  

1. In the status drop-down, select Active to view all active user profiles. 
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2. Click the user name. 

 
  
Scroll down and click the Deactivate button. 

 
  

3. Click OK. 

 
  

4. You are about to deactivate a user. Before doing so, reassign the user’s active 
accounts to other users, e.g., # of Contacts assigned, and Pending tasks. In the 
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image below, it indicates that there are 104 contacts assigned to the user you are 
about to deactivate, and zero of those are assigned to new users. 

  

 
  
  

5. You can use Hardcoded to specify that all contacts should go to the new user 
profile. Wen the number of assigned contacts are accounted for; e.g., 104/104. We 
use Round Robins for the Recruiting campaign,  

  

 
  

6. Once you have reassigned all Contacts, and tasks, click the Process button. 
 
 


