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Create A User 
1. From the Dashboard, select the Admin menu in the top right corner, then ‘Create a User’.  

 
 
2. For first time setups, it is encouraged to setup a 2nd Admin/Super User to ensure approvals are completed. 

a. When completing the below information select the toggle for Admin and Super User. 
b. Once complete, a verification code may be required using the secure token or Symantec VIP app and 

the 4-digit PIN setup at enrollment. 

 
 

3. Complete the fields for the user being setup: 
a. Name 
b. TM User ID – 25 Character Maximum 
c. Department – Not required 
d. Email 
e. Phone 
f. Fax – Not required 
g. Super User – Has access to all accounts and product feature permissions that are enabled for the 

company. This access includes any future accounts and products as well. 
h. Admin – Has access to add, edit, delete, and approve users. Does not have access to all accounts and 

products unless given entitlements.  
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4. Once complete, select Save Changes to continue providing the appropriate access for the Non-Super User.  

a. Access points can be found along the left starting with “Account Access, IP Access, Time Access, and 
various Entitlements”. 

 
 

5. After the user setup is complete, select the ‘Submit for Approval’ icon to gain approval from another Company 
Admin. 

 
 

Copy A User 
1. From the Dashboard, select the Admin menu in the top right corner, select ‘User List’.  
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2. Locate the user that will be copied to create a new user by searching or scrolling through the user list. Once 
located, select the ‘Actions’ drop down menu to select ‘Copy User’. 

 
 

3. This will bring you to the “Create New User” screen with the indicator that the settings are ‘Copied from user:’. 

 
4. Complete the necessary fields for the new user being created, then select ‘Save Changes’. 

a. If the new user is a ‘Super User’ or ‘Admin’, then the options will already be toggled to Active. 
 
5. The ‘Identity Verification’ may be required to complete with the Symantec VIP security code and 4-digit PIN.  

 
a. Once complete, the new user will then be setup with the same access to accounts and entitlements. 

 
6. After the user setup is complete, select the ‘Submit for Approval’ icon to gain approval from another Company 

Admin. 

 
 

7. The additional Company Admin will login and access the User List to locate the newly setup user. Once located 
select the ‘Actions’ drop-down menu and select ‘Approve/Reject’ to approve the user setup. 
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Delete a User 
1. From the Dashboard, select the Admin menu in the top right corner, select ‘User List’.  

 
 

2. Locate the user that will be deleted by scrolling through or using the search option to search the user name. 

 
 
3. Select the ‘Actions’ drop-down menu and select ‘Edit User’ to approve the user setup. 

 
 
4. Select the ‘Delete User’ option in the top right corner. 

 
 
5. A pop-up window will display, select ‘Delete’ to confirm the deletion of this user. 

 
 
6. The ‘Identity Verification’ may be required to complete with the Symantec VIP security code and 4-digit PIN.  

 
 

7. Once complete, the user will then be deleted. 
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Helpful Tips & Reminders: 
• At least two (2) Admin Users must exist within the Company to allow for approvals. 
• All new user setups will need to have approval from an additional Company Admin. 
• Users can be edited at any point to change entitlements, account access, Super User/Admin rights, etc. 

 

 

If you need further assistance, please contact Treasury Management Services at (913) 652-4888. 


	Create A User
	Copy A User
	Delete a User
	Helpful Tips & Reminders:




Accessibility Report





		Filename: 

		User Setup & Configuration Guide.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found problems which may prevent the document from being fully accessible.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 1



		Passed: 27



		Failed: 2







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Failed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Failed		Appropriate nesting










Back to Top

