Service Provider Portal
SUPERUSER Functions

The SPP Superuser has special privileges allowing them to maintain their standard users.

Log into the Service Provider Portal to begin
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Click the button called Maintain My Users
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A list of users will display
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Opt  Userid Name Status Menu
|v}H39530 | HGH SUPERUSER ACCOUNT *ENABLED  MNVPRTL
w}H395308 | WENDY *ENABLED  MNVPRT2
| Twl43953c8 | MARIE *ENABLED  MNVPRT2
[ wln3ossoc | LIANE “ENABLED  MNVPRT2
| |»}H395300 | CHARLIE *ENABLED  MNVPRT2
wH39530E | LISA *ENABLED  MNVPRT2
v|H39530F | MAURA *ENABLED  MNVPRT2
| Tvln3ss30c | MARA *ENABLED  MNVPRT2
wlHz9530H | DOUG *ENABLED  MNVPRT2
vH395300 | DOUG “ENABLED  MNVPRT3
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TO DISABLE A USER:

1) Highlight that user from the list, click the dropdown arrow and select Disable
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* Refresh
Opt Userid Name Status Menu
| ~}lH39530  HGH SUPERUSER ACCOUNT “ENABLED  MNVPRT1
| lwiH395308 WENDY “ENABLED  MNVPRT2
| TwjH395308  MARIE *ENABLED  MNVPRT2
[ TwiH3sszoc | LIANE “ENABLED  MNVPRT2
| ¥}H39530D  CHARLIE *ENABLED  MNVPRT2
[ lwiH39530E | LISA “ENABLED  MNVPRT2
MAURA __|*EnABLED |MNVPRT2 |
Reset/Change |  MARA *ENABLED  MNVPRT2
‘ DOUG *ENABLED  MNVPRT2
DOUG “ENABLED  MNVPRT3




2) Type *DISABLED and click the Change Status button
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ZH39530 | HGH SUPERUSER ACCOUNT *ENABLED MNVPRT1

Reset/Update User Profiles
User Code Description

MAURA J

| *DISABLED ||_Change Status -

Password: SURFSUP
Email....
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TO ENABLE A USER:

1) Highlight that user from the list, click the dropdown arrow and select Enabled.

2) Type *ENABLED and click the Change Status button.

*ENABLED Change Status I




TO ADD A NEW USER:

1) Highlight another standard user, click the dropdown arrow and select Copy
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ZH39530 HGH SUPERUSER ACCOUNT *ENABLED MNVPRT1

Reset/Update User Profiles
User Code Description
[NEW USER |

i*ENABLED || change Status
Password: SURFSUP

Email...: NEWUSER@EMAIL.COM

0

2) Enter the new user name, email, password and the press the Save button.
3) The new User ID will be created and appear in the list.

4) When finished, press the Exit button.
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