
HOW TO CREATE USER ACCOUNTS IN MAC OS X 
 

Everyone who uses your Mac should have his or her own account. It’s a practical way to keep personal 

documents, settings, and applications separate and secure. Plus, an account limits a user’s ability to 

access system files and settings that can change your Mac’s configuration. 

Creating User Accounts in Mac OS X 

Here’s how to create an account for a user: 

1. From the Apple menu, select System Preferences. 

2. Select Users & Groups. 

3. Click the lock and authenticate with an administrator account. The window shown below appears. 

 



4. Click the + button to add a new user. The window shown below appears. 

 

5. Select an account type from the New Account menu. 

6. Enter the user's name in the Full Name field. This is used in a variety of applications, like the Mail 

application when a new email account is created.  

7. Enter a username in the Account name field. Depending on how you've configured the Security 

preferences, the user may have to enter this username to log in to the computer. 

8. Enter a password for the user's account in the Password and Verify fields. 

9. Optional: Enter a hint in the Password hint field to help the user remember the password. Providing 

a hint is recommended, but not required. 

10. Click Create Account. 

11. Optional: To make the user an administrator, select the Allow user to administer this 

computer checkbox. Deselect this checkbox to remove administrator privileges. 

12. Optional: To restrict the user’s access, select the Enable parental controls checkbox. Deselect this 

checkbox to remove the restrictions. 

http://macinstruct.com/node/206


13. Repeat steps 4-12 to create an account for every user who will be using your computer. 

14. Disable automatic login to ensure that users can access their accounts when the computer is turned 

on. For instructions, see How to Disable Automatic Login. 

 

Understanding the Different Types of Accounts 

There are five different types of accounts available in Mac OS X: 

 The root user is an all-powerful account that can modify any file or setting on your Mac. This account is 

disabled by default and should only be used in special situations. (For more information, see How to Enable 

the Root User in Mac OS X.) 

 Administrators can add new users and access all system settings. Mac OS X requires at least one user to 

be set as an administrator.  

 Standard users are prevented from accessing most system settings. They can’t add new users or change 

the startup disk, for example.  

 Managed users have all of the same restrictions standard users have. You can also enable parental 

controls for managed users. 

 Guests are temporary users. Everything they do is erased when they log out. 

 

Which Type of Account Should You Create? 

When deciding which type of account to create for a particular user, consider the principle of least 

privilege: Users should only be granted enough access to perform the necessary level of work. For 

example, children don’t need the ability to add new users, and most users won’t need to change the 

startup disk. 

 

Creating Groups of Users 

You can also create groups in the User & Groups pane. Groups are collections of users who have similar 

permissions. If you’re an administrator at an elementary school, you could create a group for students 

and another for teachers - both types of users have similar or identical permissions. This is handy when 

you need to apply a specific set of permissions to a bunch of users at once. 
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