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Managing Users



Navigating

From the drop down 
menu “Merchant 
Account” select 
“Manage Users.”



Managing Users

In this screen you will see all users with access to your merchant account, along with         
their account details.  

To create a New 
User simply click 
“Add Another” 

Note



Creating A User

Select the User Role 
from the drop down 
menu. 

After all required fields 
have been filled out, click 
“Save.”



User Created

Note

After clicking “Save” you will be brought back to the Manage Users screen, where you can see the 
new user has been successfully added. An e-mail will automatically send to the new user 
prompting them to setup a challenge phrase and password. 

Note



Editing A User

To edit a User simply click 
“Edit.”



Editing A User

At the bottom you have the 
option to lock a users account, 

reset their password, and/or 
clear the information. When 

finished, select “Save.”

Here you can 
reset a user’s 

Challenge Phrase.

All fields are editable, except for the Username. This cannot be changed. Note



User Edited

After selecting “Save” you will be brought back to the “Manage Users” page to 
continue editing, or adding users.Note


