J= INDEPENDENT ADMIN GUIDE: CREATING A NEW USER

FINANCIAL"

1. On the left hand menu item, under Administration = INDEPENDENT i
FINANCIAL
select User Management. P
2. Select Add User to initiate the process of creating a et e User Management
new user. e i
B3  Pay&Transfes o Email Address Role Status Last login
B TreasuryServices
' Admin Active 4
[ eStatements
il Reports Admin Active a month ago v
e i ’ Admin Active 8 months ago #
Company Settings
Testers Active 9 months ago Vd
User Management
{isas Holns Admin Active a few seconds ago 4
3. Enter New User Details and all fields are mandatory:
e First Name = INDEPENDENT
L A
Last ll\lar;de New User Details
e Email Address = b
e Phone Country i o o
° Phone 5 ) PT:Q(n:r:Iuy Phone * u:j.:TmA
e LoginID [ o passuara - Confm Passwora
e Password ol —
e Confirm Password B
| User Management
4. Click the drop down menu for User Role. Choose from | D
the list of user roles to assign to the individual user. oo
e Note: Refer to User Role guide if needed
5. Click the Save button. G SR
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6. A confirmation pop up will display.
Click the Close button.

9

Save User

The user has been saved

Close

7. To confirm the user was properly created, navigate to = INDEPENDENT weicome back
User Management and locate the individual user. g —
. User Management
=2 Mailbox

A\ Search Users Add User
Activity Center

8. To activate the user, contact Treasury Support at
833.635.9291. The Credential ID is needed if the user

has a virtual token. ? :Ww; = RS = e =
_ Admin Active &
Note: If a user's access is changed or deleted, the ==
templates and/or future/recurring payments created @ i.p[t t « o o T g
= e e N Admin Active & months ago Vs

by the user will no longer process. For more details,
Company Settin
please contact Treasury Support at 833.635.9291 or S T N P
. 7 | User Management
treasury.support@ibtx.com. |
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