
Online User Management 

Creating Online Users 
1. Select the ‘Users’ option under the ‘Commercial Functions’ menu.

2. Click the ‘Add User’ button on the right side of the screen.

3. Enter the required fields for the new user.

4. Click the ‘Save’ button on the bottom right hand corner of the screen.
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5. Click on each Transaction Type to configure the user’s entitlements and limits.

6. Select the user’s transaction rights.
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7. Enter the user’s transaction dollar and count limits.



Online User Management 

Online User Management Modified 09/22/2016 4 | Page

8. Select the appropriate non-transactional features.

9. Designate the user’s account rights.

10. Click the ‘Save’ button in the top right corner of the screen.
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