Business Accounts and Cash Management Solutions

.

DOING BUSINESS

Corporate File Transfer

User Guide

BANQUE
NATIONALE



DOING BUSINESS
Deposits and Cash Management Solutions

Table of Contents

Section 1 - Uploading and downloading FileS ... e et e e eaaan 3
10 o] [0 7= T [ 3
301117 [ T PPN 4
0] = 1 Y 4
L8 TT g a g F T T=To 1T o 1T L 5
Access right management (Mandatory fOr @ll USEIS) ..ot ettt e e e anees 5
L ST= T 0] 1 0 1 - 1 6
TSTot o g A U T gl g F= g F= T =T gL o 8
Managing Your INFOMMATION ... ...ttt et ettt ettt et ettt et et e e e e et e e e e eaane e aanees 8
(03 =Yg Vo [T 1o TR 18 T 0 F= 5731 o 8
Changing your personal identification QUESTIONS. ... ... ..ottt aaaeeas 8
L0 = T T LT 9
(O£ T- T o = T = 9
FXSES] o LT = T 0] [ S 11
(CT= T TCT = U0 = T o= L1510} g o 12
RV LT T T = T (=T {8 =] S 13
FAY o o] o)V TaTo I W 0] [SI= CXSY o T =T o 14
1Y = Tq T Vo Lo 0]~ 15
R3T= T T 1o T E]= S 15
1Y T T3 Y71 T = TR ] 15
Y ToTo T3 YT o A TSI 0] (S = TR Y= 16
L= o T o = 1] 17
DT ST= Lo 1T T = U ] 17
(oYt 2] o = U = ot oo 10 1o X P 18
10 o] T Tod 1T gTo = Vg =T ot o 10| 18
o LIS T T W 0= 53311V o 19
LOIT ] o]0 LT AT =] Yo PP 19

Corporate File Transfer 2



DOING BUSINESS
Deposits and Cash Management Solutions

Section 1 - Uploading and downloading files

Upload

Administrators, users and approvers can send files for processing over HTTPS in the Upload tab. This action is only
available for products to which the business subscribes.

Log off
g Corporate file transfer

Upload Download Stats User management Access right management File approval

GUERARD, BEN

Product Company name Author. required Notifications Actions (guebe690t) - Administrator
TEST IAM NE PAS DETRUIRE | Main
EFT file Transfer
3599900610 TEST IAM NE PAS DETRUIRE =4 1 Upload Upload TEST
3799900610 TEST TFE Upload® Upload TEST
Reconciliation file transfer
3930000059325 TEST IAM CONSIG = 1 Upload Upload TEST
I Corporate file transfer

Upload Download Stats User management Access right management File approval

GUERARD_BEN
(guebe6901) - Administrator

[HSelect the file to be tra.n.‘smi:t.ed

[ERN

Click on the link Upload of the file to be transferred in the Actions column.
Click on Select the file to be transmitted.
3. Select the file to upload and click on Ok.

N
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Download

Administrators, users and approvers can download files and reports in PDF format in the Download tab. This action
is only available for products to which the business subscribes.

Log off
~ Corporate file transfer

Upload Download Stats User management Accessnght managemeni File approval

GUERARD, BEN
File name Date Size (Kb) Service (guebet90t) - Administrator
TEST IAM NE PAS DETRUIRE
test download.% 2016/06/06 13:07:42 0.017 Electronic Services
test download B1 txt 2016/06/06 13:23:46 0.019 Electronic Services

- Corporate file transfer -

Upload Download Stats User management Access right management File approval

GUERARD,_BEN
(guebe6901) - Administrator

test_download.txt
E Download ... &

1. Click on the link of the file to be downloaded in the File name column.
2. Click Dowload.

Stats

Administrators, users and approvers can view the last 3 files they transferred and the file status in the Stats tab.

| Logolf |
Corporate file transfer

/of management - Access nght managrmest  Fie approval

MENEGUZZT, CHERYL
(mench2521) - Admausiraio

Creation da,
nim Status Request Sub request Missage

20160317 093858

20160317 W)g-;g Error duting peocess File wasafer Consignasion TEST An error pecurs disring the wassler 00000

File transfor summary of 201511/23 16:14:37
Entering Be name : TEOOMOTE166. TXT

File type Electrons: Funds Trassfer
Orniginator’s ID 0610
20151123 161448 Creamion dase 20151119
5 Recened Electronic foad trasder File creation number G909

201571123 161457 ity - - e

Total amcunt - Credits £35200

Total smmber of Sansactons - Debits 0

Tonal sember of transacnons - Credms 176

FILE ACCEPTED AND PENDING APPROVAL

Validation complesed

Corporate File Transfer
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User management

Administrators and user administrators can create and manage users, assign roles, generate temporary passwords
and view requests assigned to them in the User management tab.

H Corporate file transfer ]

TOHN, SMITH
(roham3E0) - Admmmitrator

When you select the User management tab, the system will open a new window. Refer to section 2 of this user
guide in order to manage the users. It is mandatory to give access rights to the users.

HATIONAL
BanK

sign ot CHERYL MeneGuzz P

Inbox
My Profile
§ My Information

Administration
8 Users

i moles

Access right management (mandatory for all users)

The Access rights management tab allows administrators and user administrators to manage the access rights of
users and approvers to the CFT transmitters (CFT mailboxes) created for sending and receiving files. This action is
only available for products to which the business subscribes.

- r off
I Corporate file transfer =

Upload Download Stats User management Access right management File approval

GUERARD, BEN

(guebe690t) - Administrator
Select a company

» (000238129, TEST IAM NE PAS DETRUIRE , Main

Select a user

¢ Ben_ Test (bente810t) - Approver

* [ NUsertest, FNUsertest (lnufn726t) - User

* ILNAppro, FNAppro (Inafn1651) - Approver

* Harry, Bosch (harbo337t) - Approver

¢ JP, Tremblay (jptr3941t) - Approver

* Smith. John (smyol83t) - User

* Smith_ Jon (smijo607t) - Approver

* test util (tesut909t) - Approver

* FATARDEAU. MELANIE (falme262t) - User

Access rights
Save Cancel
TEST IAM NE PAS DETRUIRE | Main O O 1 i Select the Company
Grouping 2. Select a user
Company name Access Notifications R
TEST IAM NE PAS DETRUIRE 0 3. Tick the Access box of the products to
Product Company name Avthor. required which you want to grant access.
EFT file Transfer . - . .
3399900610 TEST TAM NE PAS DETRUIRE e 4. Tick the Notifications box as required.
3799900610 TEST TFE .
Click Save.
Reconciliation file transfer
5930000059325 TEST IAM CONSIG =

Corporate File Transfer 5
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File approval

If the company has signed up for the Validation and Authorization of Files option, administrators and approvers can
check the content of a sent file and approve the transfer in the File approval tab. This action is only available for

products to which the business subscribes.

Note: The Validation and Authorization of Files option is not available with the Intercurrency Multipayment service.

Searching for a file

When you click on the File approval tab, all files pending approval are displayed. You can use the search criteria to

search for a file.

Upload Dowmlcad  Stats  User management  Access rght manages

Corporate file transfer

File approval [
—

Search criteria
i STWEOGEOCONSOM
Sent between [E] and =
[ Degiey | %
1. Select a Status.
2. Select a Product.
3. Enter the dates in the “Date” field.
4. Click Display.

Viewing the contents of a file

1. Click on the link in the File column. The details will be displayed.
2. Click Back to list at the bottom of the page to go back to the list of files.

Uplocad Dowmlcad Staim  User management  Access right manages.

Corporate file transfer

File approval [P
—

TOHN, GRITH
(ohsm&380) - Admmstrazor

Search eriteria
Stams Pending approval () Approved O Refzsed ® Al
Prodact #TFE O CPEOCONS O.A0
Set between =] and =

=30

Chequeso.  Amount  Payable Account Optional Branch Camcolled — Benmef
12001093 0000000212 091315 scnpt 593 Kenay G
12001094 0000000213 091385 TESTINN 593 Cymck Lauper

—

Corporate File Transfer

TOHN, SRITH
(pohsmS3E) - Admastrator

MENEGLIZEL CHER YL,
{mench?321) - Admisissrasor
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Approving and refusing files

2=} [ Loz
-
Corporate file transfer
Upload Download  Stad  User masagement  Arcess nght managemest  Fie approval
MENECUZI CHERYL
- Admestratar
Search criteria
Stanss # Pending approval ! Appeoved O Refased O Al
Prodas TFE O CPE L/ CONS ® A%
Sent between =] md =
: Produe | accomat Mo SRk oogmen | [Crebi T e Ty W N T A Ta e Dot T Chaine carali osas: J T T SR (et e e
R . a0 ] issmes amt cancellations amt i Sy, o by an
S CSO000076166 TXT ¢ 25 Pendeg 2 3
@ {5 CSOD000TE166 TXT I} NA z 4.2 L] 000 xppronl smbolfh 20160309 100053
ETLCONS  TSO00076166 TXT NA X 4125 o 0.00 :PF"‘": smibolbh 20160309 10:02-34
CPE PEOOOO0T6166. TXT CPENSOO00000001 1 60881.19 0 0.00 BPPWU.\'!] smbodtdt 20160309 10:13:29
Peading

CREDGO00000000] u 60381.19 0 0.00 smibodGde 201603715 14.06:01

1. Select the file to be approved or rejected by ticking the box in the left-hand column.
2. Click Approve or Refuse.
3. A confirmation message will appear

If a file is refused, the administrator, user or approver who submitted the transfer will receive an email telling them
to contact the administrator or approver to know the reason why.

Corporate File Transfer 7
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Section 2 - User management

Managing your information

You can view and manage information via the My information tab. To access it, click on My information in the

left-hand menu.

Changing your password

1. Click on Modify password. The Change your password page will open.

o kM WD

Click on Next.

Changing your personal identification questions

Enter your current password in the Old Password field.
Enter your new password in the New Password field.

Confirm your new password in the Confirm New Password field.

1. Click on Modify personal identification questions.

2. Choose three questions and enter your answers in the fields provided.

3. Click on Next.

HATICHRAL
AN

My Prafike
' by Infarmation

Requests
il Track Requests

Admanistration

By Users

£ National Bank of Canada. Al rghts resenved.

i

GILLES VATLLANCOURT

Basic Information

Busineis PEINTURE CANLAK INC.
VAILLARCOURT

GILES

benod. guerasdiBat.ca
French {Canads)
VAIGIDSZT
4505857155

Lt Peaimis
First Mams
E-muasd
Lioazahex
Liser Login
Mobie

-
If yeeu mre @ wser and want to modify your basic mf’czrum. make a regoest bo the admini

-
-
-
-
-

Hadify passwond Ik -

Hodify personal identification questitel — — — -p

-~
-
-
-
-
-

NATIONAL
BANK

- ]
[2]

MODIFY YOUR PASSWORD

A valid password must meet all of the following conditions:
® Password must not be longer than 25 character (s).
® Password must contain at least 3 alphabetic character (s).
® Password must be at least 8 character(s) long.
® Password must contain at least 2 numeric character(s).
.

Password must not be one of 3 previous passwords.

—
Confirm New Password
.

NATIONAL
BANK

Corporate File Transfer

PERSONAL IDENTIFICATION QUESTIONS

We will use your personal identification questions and answers to eonfirm your identity at times when extra safety is needed.

The answer to a secret question must contain at least 6 characters.

of my first airpliane trip?

<

1) [wnicn was the

[jmpan

2) [ Wnars my mother's misdie name?

<

‘suzie

3) [ Wnicn song ahways makes me ery?

<
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Creating users

Only administrators and user administrators can create users for a business to which they have access.

A role assignment by a user administrator must be approved by an administrator via their Inbox.

Creating a user

To create a user, click on Users in the left-hand menu, and then on Create in the Search Results section. The
Create User tab will be displayed.

Fick
" FRATRONAL Mocessibdty  Sign Out  GILLES VATLLAMCOURT ' °

4
&
£
£
-
P

3 |l sk | et | addpdd -

Bumness E-mail Identity Status Aocoant Stabs
PEINTURE CAMLA.. benct guerard@h.. Aca Undacked

PEINTURE CAMLA = PEMOSEDPAIEMD . Acthd Urilsched ~
PEINTURE CAMLA = benotguersndfih  Active Wnilacied

PEINTURE CANLA . sbdalharmid. fiartaf . Acthve Unbacked

PEINTURE CANLA . sbdadharmid sl Active Undacked

PEINTURE CANLA . benct guermidib . Adive Undocked

PEINTURE CAMLA = benotgueraidfb  Actie Unilscied

PEINTURE CANLA. . [AMadmone@mall . Active Unlacked

PEINTURE CANLA . benctguerard@h._ Actrve Unlocked

PEINTURE CAMLA . benotguaraid@h. Adiva Undacked

PEINTURE CAMLA . benc guerardBb . Adhva Uedacked w
PEINTURE CAMLA . nadatshenfbno.cs  Active Unlacked

B atisnal Bank of Cansda. Al rights reserved,

Corporate File Transfer 9
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1. Enter the user information in the fields provided.

2. If you only have access to one business, it will be selected automatically. If you have access to several
businesses, click on the magnifying glass to assign the user to a business.

a. In the Search section, enter your search criteria and click on Search. To search all
the businesses to which you have access, do not enter any criteria and click on

Search.
b. The search results will be displayed in the Search Results section.

c. Choose the business to which you want to assign the user and click on Select.

3. Click on Submit. The User Details tab will open.

ol Wi Prosile - w - Submt | Cancel

' Hy Drdsemaben Create
: "
R rr— . Basic Information ’
® st Mame  THOMAS ® funmes  PEINTURE CAMLAK IiC. O
- Adminatralaon
;hu;:.-: ® Last Mame  BEALLIEL
i mees Emad  coumel bestBbnc.ca

A hooount Settings
Ussr Login

~ Comtact Informstion
Mgy SSSEIELIES

Preferences
Lanquage Engish (Canada) |

D hatonal
N———— : THOMAS BEA. &
My Profile
§ My tedermaticn & THOMAS BEAULIED
Requests
O Trasck Roguests. Birbuies  Roles
| Adminastraiion Actors v Vew e [ rasignReks 3 RemoveRoles  Pope [lrdes G| Hioass
B users
i Reles Furer Rzle Mame Deionston Asgiphed Da Request [4

4 ha dats to dmplay

D Matsonal Back of Canads, All rghts reverved.,
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You must now assign a role to the user.

Assigning a role
1. From the User Details tab, go to the Roles tab.
2. Click on the Assign Roles tab. The Available Roles tab will open.

3. Click on the Add button to the right of the role you wish to assign. Only one role can be assigned to a
user.

4. Click on Validate. The selected role will be displayed with the following status: Ready to submit.
5. Click on Submit.

- HATICWAL Acoesibdty  Sgn Ot GILLES WAILLAROOURT T3
Bpisenx § User Details : THOMAS BEA_. x ir]
4 My Profile
§ My Infermaten 1 & THOMAS BEAULIEW
B Tesch Reguesis
a:;—.mh- Actions =W | Assign Rsles O Remove Rnles o Opes [ Rebess (5| B Detan
Users
G Retes Row
Role Mame Deptrnizbon Asziged Oa Request Id
W s detm be daplary
A Acomsbity  Sgn Out GILLES VAILLANCOURT '™
Sy thern x| § User Dot THOMAS BEA_ = (£) Awailabie flobes i
4 My Profile
& vy bebeematcn ] Tf‘*‘*‘:"u‘:"::'ré:**m"; e Mot Elipible E o Validate
Requests i T il i
-nnw Adeiresteateus §otdecstews TFC [ OFT Uisers adwinitrator "
B8 TFC-mibsateur/ User & asa
- Adminsstration Uesbsstewr TFC f OFT Usr
et TFC Approbiatcur [ Approver
5 i gm‘; @ Appeobatons TFC [ CFT Appeover o aad
“
Lol Accessbéty  Son 0wt GILLES vALLARGOURT ¥
% The roke has been added, please click on Valkdate
3 s k| G UserDetads s THOMAS BEA = (o] Available Rodes B
1y Profile
My Lnformation TFC-Adeministraewr [ Adeninistral 4 Bt
w dminstrateur wct."g'uﬁ-—-wd: T ot Ehghele D vatidate
itbsigtete i TFC-Adm dutilisat . 4 niok Bligible
O Track Regueats Adwintrateur §utlicstenss TFC [ OFT Uisers administrator 5 m
G TrC-umbsateur/User I
pomonn] & ke TR CFT Wk e |
TFC-Approbatour [ Approver
g:: g Noatet TR 1 ¥ prsee e b

ol Accesstdey  Sgn 0wt GILLES AILLARCOURT
Sy sern x| @ User Detads s THOMAS BEA_ % () Availabile Rokes x =
: My Profile i
o My Indcemation Details | Sllhm__ ]
B iatonal Reguests. ¢ G user I}
£ Name
& Track Reguests = :
Admirastration. | Foabe
T 2 Deplry Mame Status
i roles N 2 e e Riemwe < Bendyts bt
.
g B Aoty Sen Dut GIUES VAILLANCOURT "
Vet redeest Mt been
b rnatnd ;
TR T gt e rDHAS BEA. X [ Rt Summsary = 590 x ﬁ
4 Hiy Profile
& My Informatien | Sumimary Isformation Bl Refreth 3 Wathdum Reguest
R & Reqanit 14 990 Eirgamter GILES VAILLANCERIRT
-k Brqueited Date 462016 Shabe Rquest Appeoval Auts Approved
< >
B bational Bask of Canads, --Mﬁm;“‘“ Request Detais  Apgroval Detals
5 Roles < Target Users. ~
Display Hame: _Emad w
| Rle
4 _® Cuplay Name
Ol G TRC-UbsateUser
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Description of roles

User: The user may transfer and/or recuperate (initiate, recuperate, consult) files and reports.

Approver: This role is only required if your business has signed up for the Validation and transfer authorization
option. The approver may transfer and/or recuperate (initiate, recuperate, consult) files and reports, receive
notifications when file are pending approval in the platform, and check and approve or refuse
transfer/processing of files. The approver cannot approve the files he has transferred.

Note: If you are a user administrator, the role assignment must be approved by an administrator. Once your role
assignment request is submitted, the Request Summary tab will open. You will then be able to view the details
of your request and the approval, or withdraw the request. To withdraw the request, click on Withdraw Request.
The following window will open: Do you want to proceed with the request withdrawal? Click on Yes.

You must now generate a temporary password for the user.

Generating a password

1. Via the User Details tab, go to the Attributes tab and note down the user login. You will need to give
the user login to the individual for whom you just created it.

Click on Reset Password. The Reset Password window will open.

Click on Reset Password. The user will receive the temporary password by email.

g e bty g Cad ST 00N Y

@ Gy s = ) User Dot | Jok Vel & a8
4 Py Posliie & obm Teler
1 Intormanas B Pl he o ke am—Qumm T - T -
- Aubreredratn o p——
g: % ) ettt
B Saarraitisn

Tt tsea John e Lo TRLMMCST

Last pme Tullar Platede 418
Aol apprvwerrGede (s

Dhsiens A ENT.

= st s of anaday
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You must now assign access rights for the user. Please refer to the section 1, Access right management.
This step is mandatory for all users.

Viewing a request

If you are a user administrator, you can view your role assignment request via the Track Requests tab. To access
it, click on Track Requests in the left-hand menu. The Track Requests tab will open.

1. In the Track Requests section, enter the search criteria and click on Search. To search all
your requests, do not enter any criteria and click on Search.

The search results will appear in the Search Results section.

Click on the request you wish to view. The Request Details window will open. You will then
be able to view the details of your request and the approval, or withdraw the request. To

withdraw the request, click on Withdraw Request. The following window will open: Do you
want to proceed with the request withdrawal? Click on Yes.

e L
i Towhi Begwests = &
Fiy Fralils
& o Track Request 3l
Hajasals Laved Lrarh  Seavh Degumis o
[T . L e
N 1) Sharin with ~] Eaquanied Dis L guaie ~]
Byt e Bgad - w] [ T ~
5 raden R Teze Koy Cl - Troerler Lgssin Ca}
Lo || Masdt || e i iy =
Search Results She  Rngurty Lssed By Me | ¥
[ i e Rl 3 Dwielir Geguend [ Rebesk [} | ) Dotk
)
A gt 15 it o Satur Uit e il L}
1 [ Eeqgiest 10 591 ] Somuni tabed dord 7, 2006 LIRS0 S
7 @ Eequest ID: 593 L] CRélarang Ope st Sppered Bgel T, 2001k LIS S A
g o A SO
O Tk ety ¥ ] Mewpaent Drfashicii © &
Py Feulila
ih.u,.uu_- venary [elormaton [ SR
" l::'-:‘ :"-"ou H_:F In;m:;*w-w o
- T L e et Dbl =
Adlerrinl el
dpLhas Hropers! Drtads oo s ol
=
o Rk
Targ=t Uery ~
Cosiny W [ o
SPITH ThORAS (i) it i
ke
o Dok Flamss
a

o B 5 Ot e
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Approving a role assignment

Approval for a role assignment request is required when the role assignment is made by a user administrator.
The approval is carried out via the Inbox. To access it, click on Inbox in the left-hand menu.

There are two methods for approving a request, depending if there is one or more administrators in
your company:

Only one administrator in the company
1. Click on Inbox. The tab Inbox will open.
2. Select the request to approve. The tab CFT Role Approval for Request will open.

3. Click on Approve to approve the request or Reject to decline the request.

Several administrators in the company:
1. Click on Inbox. The tab Inbox will open.
2. Select the request to approve. The line will be highlighted in blue.

3. Click on Actions and select Claim. A message will indicate Your request was processed
successfully.

4. Click again on Actions and on Approve the request or Reject to decline the request. A
message will indicate Your request was processed successfully and the request will be
removed from the active list.

g SHITH SR
2 [y Tr— ']
My Prafil Vo - 4K B O amm. Ao ey O [ e = - L]
e K e S Crpatss it sty
M - Areo o CFY Sk Approwl far Rageanst [0 %0 O] LI TN A7, A0 LR AN 3
By e Py Tarskes [}
5 e %
Do San 3
ta P
Paat Day
Past ok
[ Foa swaTe e
B s It = &
Phy Preliie Ve - -k SX B O | Adin - G = Mehby G  [w] el ~ k- a
§ o Detorratan po— e [y s— assagrend Farry
M L B O Rk Approwel for agesat 10 3% Ramncige._. OO0 LIS RO AT MW LSRN 3w
&y ther iy Tk (1) e St il
o el Viesn Escalat
[T, ety
[ wape
Pant Dy
Pank: esi
Pass st
Pk Quarter
il
iy —— s e s
2 b by e bl
Py Festite Ve - - A K O O Ao T Sk e o o ooy [7] el v B - [
[ Rt N T Mt O At ety
Adaenntrsion e
By then My Vi (9]
5 nades
[EY
top et There is no request for approval
Past oy
£ il Bk of Casnda Pt werh
Paek b
Pt Quarter
Ml Py
Few Tl
]
£ St P of Casidi A8 A el
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Managing users

Only administrators and user administrators can manage users for a business to which they have access.

A role modification by a user administrator must be approved by an administrator via his or her Inbox.

Searching users
You can search for users via the Users tab. To access it, click on Users in the left-hand menu.

1. In the Search Users section, enter the search criteria and click on Search. To search all of a
business's users, do not enter any criteria and click on Search.

2. The search results will appear in the Search Results section.

g L + Ot SMETHONN

an Ay vsens = fir |
— Search Users o
§ e Dehanen
Addmwnniraisen Ml 5 )
e Lhar Lagen Sharty wilh | Stadd Dl Equale | iy
ik
R T - i Cote B [ ey
e fmmem (] 0 £
PSS —. - -] - -
Emal Stwtn ms v &l 9@
sk || et || amsveih =
« Search Resubts
Aess = Vawe  [gireme @neees B e %
B Cuapha Rarse o Lo Pt Poar Lt Bumen b Leesaty Stama ]
1 SHITH S ST W ¥ BT T FORAIIPANRD A Undocind
T RN PHIITT OIS waLson e anCENT L Unischnd
JLMASIUTON  EMUST Lk N BT N benot guwadBh . Aces Unkocked
4 Juka Tt TELKMIT [ Tiles T O AW kil
[TE Ot TR TROROT L L] T AR INT. etda Faiwdeas  Aare ‘Undackad

£ Matudl sk of Casade. 1 g covetead

Modifying a user

You can assign a role via the User Details tab. To access it, click on Users in the left-hand menu, and then on
the user you wish to modify.

1. Click on Modify User. The Modify User tab will open.

2. Modify the user information and click on Submit.

=
a Gnnes 5 8 ey Detaibs ¢ dushe Telle.. fir ]
Py Profiis & Johs Teler
1oy Inbermates et e D Dmaile e ) L e 1y et P
Admanntration ey
-
e

5 wies @

R {nfrmation

Yot M John o Logs TELIRIST

[ ———— M S04

A
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1
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2 Shtumial fanis of Lanada. A AP severenl,
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iy sheTH V.
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3 tnban
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Modifying the role of a user
You can modify a role via the User Details tab.
1. Under the Roles tab, click on Assign Roles. The Available Roles tab will open.

2. Click on the Add button to the right of the role you wish to assign. Only one role can be assigned to a
user.

Click on Validate. The selected role will be displayed with the following status: Ready to submit.

4. Click on Submit. If you are a user administrator, the role modification must be approved by an
administrator.

To see the screen shots, please refer to the section Creating users > Assigning a role.
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Enabling a user

1. Click on Enable User. The Enable Users tab will be displayed.

2. Click on Submit.
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Disabling a user
1. Click on Disable User. The Disable Users tab will open.
2. Click on Submit.
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Locking an account

1. Click on Lock Account. The Lock Account window will open.
2. Click on Lock.
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Unlocking an account

1. Click on Unlock Account. The Unlock Account window will open.
2. Click on Unlock.

3. Reset the password by following the instructions below.
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Resetting a password
1. Click on Reset Password. The Reset Password window will open.
2. Click on Reset Password. The user will receive the temporary password by email.

To see the screen shots, please refer to the section Creating users > Generating a password.

Customer Service

Our customer service representatives are available from 7 a.m. to 8 p.m. (ET), Monday to Friday, at:
1-844-394-4494, or 514-394-4494
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