
 

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. 

 

 

 

 

 

 

 



To add users to the account 

 

 

From dropdown select “Manage Users”  



 

 

 

 

Click on + 



 

1) Enter User Name 

2) Enter Password 

3)  Assign user privilege 

Frontline employees should only have 

“Issue Paperless Validation” privilege 

 

4) Click ADD 



 

 

 

 

 

 

 

 

 

 

 

 

The system will assign a User Number 



To edit an existing User 

 

Click on user name 



 

 

From here you can 

Change the password 

Make the user inactive 

Change privileges 

 

Click EDIT when finished 



 

Changing password from the dropdown changes the account password 

and is not recommended, to change a User’s password use Manage Users 

and edit their setup 



 

 

Enable Kiosk Mode is not used at this time 



 

Account Balances 


