
 ONLINE TREASURY MANAGEMENT
 ADMINISTRATION

The Admin functionality allows users with certain rights to perform certain administrative functions related to their Online 
Treasury Management service. Designated Company Administrators can unlock users, reset passwords, add/delete users, 
update user entitlements and control user access times. 

Unlocking Users 
 1. To unlock a user, select “User List” under the Admin menu located near the top-right of the screen (A).
 

 2. Users that have been locked out of the system will have a padlock icon next to their name (B). To unlock a user, select  
  the “Actions” dropdown located to the right of each user listing (C).

 3. After you have selected the “Actions” button a drop-down menu will display. Select “View User” from the 
  drop-down menu (D).
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Have additional questions?
Contact the Treasury Management Call Center at (724) 463-5857 

Monday through Friday from 8:00 a.m. until 5:00 p.m. EST.

 4. To unlock the user, select the “Unlock User” button located next to the user name near the top-left corner of the   
  screen (E).
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Resetting Passwords

 1. To reset a user password, select “User List” under the Admin menu located near the top-right of the screen (A).
 

 2. Select the “Actions” dropdown located to the right of each user listing (B).

 3. Select “Reset Password” (C).
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 4. After selecting “Reset Password”, you will have the option to either reset password by sending a temporary 
	 	 password	via	email	directly	to	the	user	to	the	email	address	on	file	or	you	can	manually	enter	a	temporary	
  password (D). If you choose to manually enter a password (E), users will not receive an automated message. Once 
  a user logs in with their temporary password, they will be prompted to create a new password.
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Have additional questions?
Contact the Treasury Management Call Center at (724) 463-5857 

Monday through Friday from 8:00 a.m. until 5:00 p.m. EST.



Creating a New User / Adding a User
 
 1. To create/add a new user, select “Create User” under the Admin menu located near the top-right of the screen (A).
 

 2. Enter the User Information for the new user including: User Name, Login ID, E-Mail Address and Phone Number (B).    
  You may also enter the Department of the new user and/or a fax number, both of which are optional.  
 

 
 3. Selecting Levels of Access – Super User (C). If enabled, Super Users will have access to all company accounts, the  
  ability to submit all payment types and access to all other service entitlements. Super Users do not, however, have
  administration capabilities to manage users and/or user entitlements. To enable a user with the Super User 
  entitlement, select the “Super User” option.
 
 4. Selecting Levels of Access – Admin User (D). If enabled, Administrators will have access to unlock/reset passwords,   
  create and manage user/user entitlements and edit account nicknames. To enable a user with the Admin entitlement,   
  select the “Admin” option.
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 5. At this point, there are 2 options: You may save your changes (E) and proceed to the next step, which is to select the   
  individual user entitlements, account access and services access. Alternatively, you can select the “Copy User” option  
  located near the top-right corner of the screen (F). Should you select this option, the entitlements, account access and 
  service access of the user you choose to copy will be applied to the new user that is being set up. You will need to   
  select the “Copy User” option prior to saving your changes. Select “Save Changes” after all information and options   
  have been selected. 
  NOTE: Prior to receiving the confirmation, you may be asked to enter a one-time passcode to complete the 
  transaction, which you will receive via text to the phone number provided during your initial login.
 

 

 6. After your initial user information has been saved, the next step will be to choose individual user entitlements (G). 
  To select individual user entitlements, you will need to review each option to enable account access, entitlements   
  to services and to enable transaction limits, etc. You can enable the options by using the left navigation bar to select   
  the options. 
  NOTE: If you had previously opted to “Copy User”, user entitlements, account access, transaction limits, etc. will already   
  be selected based on the user profile that was copied. 
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 7. After all access/entitlements have been granted, select “Submit For Enrollment” (G). The user that was created will
  receive an email with a link to complete enrollment. 
  NOTE: After the new user receives their enrollment email, that user will need to follow the steps outlined for First 
  Time Login
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Have additional questions?
Contact the Treasury Management Call Center at (724) 463-5857 

Monday through Friday from 8:00 a.m. until 5:00 p.m. EST.


