
Tutorial Series
How to Add, Edit, and Delete 

System Users 
(Guards, Admins, & Data Entry)



Starting On-Guard
• Option 1

• Start FileMaker by double clicking on the icon
• Go to the File option and navigate to the On-Guard icon and left 

click it.

• Option 2
• Find the On-Guard icon, highlight the icon and left double click it.

• In both cases sign in to On-Guard.



The Welcome Screen

Press the Continue 
button to proceed.



Administrative Dashboard Screen

Press the 
Administrative 

button



Administrative Functions Screen

Please press the User 
Setup button to 

continue.



Administrative Functions Screen

You are now presented 
with a blank Additional 

Users Input Screen.



Administrative Functions Screen

We will now add a new 
User.



Administrative Functions Screen

STEP 1
To add a record, please 
press the Add Record 

button.



Administrative Functions Screen
STEP 2

Please add the Name, 
Password, and function 
from the drop down box



Administrative Functions Screen

STEP 2
Please note that the 

data also appears here.



Administrative Functions Screen
STEP 3

Please press the Add 
button to add the record 

to the User list.



Administrative Functions Screen
STEP 3

Please press the Add 
button to add the record 

to the User list.



Administrative Functions Screen
STEP 4

A confirmation message 
will appear telling you 
that the user has been 

added.



Administrative Functions Screen
STEP 5

Please press the OK 
button to close the 

screen.



Administrative Functions Screen
STEP 6

Please press the Close 
Window button.



Administrative Functions Screen

You have now returned 
to the Administrative 

Functions Screen.



Administrative Functions Screen

This ends the Tutorial on 
how to Add, Edit and 

Delete Users.
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