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Click Corporate for access to all cards, you would want 
this for additional program administrators, auditors, etc…

Click Intermediate for access to only a certain hierarchy

Then Click here

Click Intermediate for access to only a certain hierarchy 

Click Account for access to only a certain account, 
whether it be their own or someone else's
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Then Click here

You will choose your corporate hierarchy. If it was 
intermediate you would see your hierarchies listed here. 
If it was account you would see a list of all the accounts. 
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Enter the persons information below. You only 
need to fill in the fields with a red asterisk. 

We suggest picking a password you will 
remember such as welcome1. Keep in 
mind they will need to change it to their 
own personal one when they sign in the 
first time. 

When you enter you user name just use first 
initial and last name. the system will 

automatically add the first part off the ID. 
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If it was created successfully, you will be 
brought to this screen, and you will see 

this message. 
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This is their full username 


