VIRTUAL MERCHANT ACCOUNT USERS SETUP 
ADD / DELETE / CHANGE


MID Account #:






MID Account Name:  
User accounts must be setup for your staff to allow processing of transactions and/or access to the account for reports, etc.  Users are set up individually with tailored privileges.  For example, we can setup someone who can submit transactions and view reports, but not issue refunds or charge backs.  Conversely, we can setup a user who only can issue refunds or charge backs.  

We will need User Name, UofL User ID and the privileges you would like the User to have.  Privileges can be adjusted at any time by the Treasury Department so what is setup initially can be adjusted or changed at your discretion using this form to submit change requests.  
Note:  When a new user is setup their temporary password is the same as their UofL User ID (lower case).  New Users will be prompted to change the temporary password the first time they log into the website.

Please complete the table below with User information entering an X indicating if you are adding or deleting a User and in any Privileges column you want each User to have access to, if applicable.
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	UofL

USER  ID (ULINK ID)
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TRANS-ACTION
	SUBMIT BATCH
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PLEASE EMAIL THIS COMPLETED FORM TO TREASURY MANAGEMENT AT TREASMGT@louisville.edu .



  		


  		














  		


  		















