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Security Manager - Updating User Data

1. From the main menu, select Self Service. In the Self Service tab, select Users & Entitlements.

2. A panel will appear on the left. Select Users & Entitlements → Users → All Users.
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3. Then a list of users will be displayed. Click on the user’s name and last name to access the profile.
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4. In this window you can change:

• First Name and Last Name (If you change these details, you must also update your AML data, which means 
providing your ID document with the current details to the bank).

• User status to Active or Inactive (setting the status to Inactive takes away the ability to log into the system)

• Address under the Create new address button, contact details such as Phone number or Email address.

• You can also make a change in the access settings. The options to set are Date, Time in which the user can 
log into the system and Days of the week
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5. After making changes, click the Submit button at the very bottom. An information window will appear  
in the AML topic. If you want to make changes, select Yes.

6. After making changes, a message will appear that the user profile has been sent for authorization.



7. The Security Manager can authorize by going to Self Service → Users & Entitlements → Users → Authorize  
(the administrator cannot authorize changes made by himself/herself).

8. Then select the user and click Authorize. You can also select Send To Repair which will send the process back to 
the creator to the Modify/fix tab, or Reject to completely reject the changes.
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