Account Administrator Manual

The Account Administrator will be the departments PTS contact. We will set them up with all privileges
and they will set-up their own users and assign privileges to them.
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To add users to the account
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From dropdown select “Manage Users”
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USER NUMBER

820319

772716

637068
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USER DESCRIPTION IS ACTIVE
Emadahmed v
Bob Browand v
Allen Deforde v

Click on +
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< Add User

_ 1) Enter User Name
User Details

Description
Test User

Pa

Is Active?

Privileges
[ Get Validation Provider Balance

Issue Paperless Validation 2) Enter Password
[J Issue Printable Validation 4) Click ADD
[ Pay Invoice
[ Validation Provider User Management \

3) Assign user privilege
Frontline employees should only have
“Issue Paperless Validation” privilege
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< Edit User

User Details (User Number - 242635)

Description *
Test User

¥ Is Active?

Privileges The system will assign a User Number

[ Get Validation Provider Balance
4 Issue Paperless Validation

[ Issue Printable Validation

[ Pay Invoice

[ Validation Provider User Management
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To edit an existing User
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< Manage Users

Users
USER NUMBER USER DESCRIPTION IS ACTIVE
820319 Emadahmed v
772716 Bob Browand v
637068 Allen Deforde v

Click on user name
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< Edit User

User Details (User Number - 772716)

De )
Bob Browand

Password *

Is Active?

Privileges
Get Validation Provider B
Issue Paperless Validation

Issue Printable Validation

Pay Invoice
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Click EDIT when finished

From here you can
Change the password
™ Make the user inactive
. Change privileges
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_— Enable Kiosk Mod
Select Validation Type B Enable Kiosk Mode

i i ©=r Change Password
100 Discount (100% Counseling & Psyc Services)

aw Manage Users

Scan or Enter Ticket Number

E= GetBalances

\. Contact
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Changing password from the dropdown changes the account password
and is not recommended, to change a User’s password use Manage Users
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I Enable Kiosk Mod
Select Validation Type B Enable Kiosk Mode

©O=r Change Password
100 Discount (100% Counseling & Psyc Services)
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Scan or Enter Ticket Number
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Enable Kiosk Mode is not used at this time
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< Get Balances

a Enable Kiosk Mode

Balances

©=r Change Password
Responsible Customer (592030) Parking Office

' Manage Users
Third Party (2030) Parking Testing

E= Get Balances
Pre-Pay Balance $0.00

\. Contact
Hold Amount $0.00

5 Logout
Amount Due $0.00
Uninvoiced Amount $0.00

Account Balances




