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Top 5 User Management Features in AP

Gateway

In this article, you will learn how to use the top five user management features in AP

Gateway.

Creating User Accounts

Users with the Manage Users permission can create new user accounts in AP Gateway.

To create a user account:

1. Login to AP Gateway.

Corpay” | APGateway

Forgot Password?

W’E I C'Dme o AR Cateway,

powered by Corpay, a comprehensive portal
for managing your entine payments process
Here, you can effortlessly submit payments
A BRProvalE, Qenerale FEROTS, BOCDES your
remittances and payment history, manage
wenders, and more

e hope you enjoy your day, and follow us for

news, updates, and events.

Corpay | Privacy Policy S

2. Click the username or gear @ icon in the AP Gateway banner then select the Roles

& Permissions menu item.

Get Help

Nvoicepay, Inc. - NVoicePay ¥

Fiscal Year Beg|

DR

Doc Reviewer £t

Accounts

4

Roles & Permissions

My Profile

Modify Locations

Log Off

3. Onthe Roles & Permissions page in the Users tab, click the + Add User button.
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https://apgateway.nvoicepay.com/

Users Roles Notifications

+ Add User

Email / User ID

Reports

~ Display Name i

4. Complete each field in the Create User dialog.

5. Click the Save button.

Create User

Organization

| MvolceFay v |
Cotapdary Mame

Job Titls

Email Address

Confirm Ermail

Phodeg NUTDe

I J

Ursa Rk

| Select Role v |

Perrmissions Authorized [Set ol that apply)

Manags Users B
Manage Payment Accourts B
Manags Vendon

Manage File Uploads @

Batch Approver B

Paymnent Apprcner §

Wiew Orpanization Reports B

View Standard Remittance Artifscts
View Sensitive Remnittance Artifacts @
Wiaw Orily 8

Mo Approvals B

Drsable Payrments B

Disable Approvals @

Disable History 8

Ditable Repors

Disable Vendors &

Digably Irvaices &

Vioid Checks @

6. A message displays confirming the user account was created successfully and an
email is sent to the user, from AP Gateway, inviting them to complete their account

setup.

NOTE: The visibility of pages and information in AP Gateway is based on roles and
permissions assigned to users by a company as well as company configuration. As a result,
some pages and information may not be visible to you or may only be available in a view

only format.
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See the AP Gateway Guide that matches your company's configuration to learn more about
the Roles & Permissions page as well as how to access, navigate, and use all features in AP

Gateway.

Back to the top

Configuring Users to Receive Notification Emails

Users with the Manage Users permission can configure users to receive notification emails

from AP Gateway.

To configure a user to receive notification emails:

1. Login to AP Gateway.

Corpay” | APGateway

Forgot Password?

W’E I C'Dme o AR Cateway,

powered by Corpay, a comprehensive portal

for managing your entine payments process
Here, you can effortlessly submit payments
A BRProvalE, Qenerale FEROTS, BOCDES your
remittances and payment history, manage
wenders, and more

e hope you enjoy your day, and follow us for
news, updates, and events.

Corpary

2. Click the username or gear & icon in the AP Gateway banner then select the Roles

& Permissions menu item.

Get Help

Nvoicepay, Inc. - NVoicePay ¥ DR

Doc Reviewer £

/

Accounts

Fiscal Year Beg|

Roles & Permissions

My Profile

Meodify Locations

Log Off

3. On the Roles & Permissions page, in the Notifications tab, click the + Add Email

button.
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Users Roles Motifications Reports
——

+ Add Email

Email Address + ™ File Processing Error o

4. In the Add notification email dialog:
a. Enter the user's email address in the Email Address field.

b. Select the checkbox for each of the Notification Email Types to send to the
email address.

c. Click the Save button.

Add notification email X
Email Address Motification Email Types
test@corpay.com | File Processing Error

Return File Ready

File Awaiting Approval

Vendor Status Report

“ o

5. A message displays confirming the email address was added successfully.

NOTE: The visibility of pages and information in AP Gateway is based on roles and
permissions assigned to users by a company as well as company configuration. As a result,
some pages and information may not be visible to you or may only be available in a view
only format.

See the AP Gateway Guide that matches your company’s configuration to learn how to
access, navigate, and use all features in AP Gateway.

Back to the top
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Viewing User Account Details
All users can view user account details for an organization.

To view user account details:

1. Login to AP Gateway.

Cor " | APGatewa
pay” | y Welcome v s csowy

powered by Corpay, a comprehendive portal
for Mansging your SNt DEYTENLE PIOceEs
Here, you can effortlessly submit payments.

and apprevals, generale reparts, JCCESS your

remittances and payment history, manage
wendors, Bnd mone

WE oD YOU SNjoy your diy, 3nd follny us for

m news, updates, and cuents.

Forgot Passwond?

24 Corpay | Privacy Policy

2. Click the username or gear & icon in the AP Gateway banner then select the Roles
& Permissions menu item.

Get Help  Nvoicepay, Inc. - NVoicePay Y DR | Doc Reviewer X

Accounts /

Fiscal Year Bes]  Roles & Permissions

My Profile

Modify Locations

Log Off

3. Onthe Users tab, locate the user account in the table to view then click the View

@ action in the Actions column.

4. Review the information in the User Details dialog then click the Close button.
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User Details X

Organization
Batch Approver £

| Partnership Integrations |

Display Name Payment Approver 8

view Organization Reports @

Job Title

Email Address

Wiew Standard Remittance Artifacts @

W< H << W<

View Sensitive Remittance Artifacts @

| Bnvoicepay.com |

view Only @

Phone Number
| | No Approvals @

User Rale Disable Payments

| Super Admin v |

Disable Approvals i}
Disable History @&

o ) Disable Reports @
Permissions Authorized (From Role)

Manage Users & Disable Vendors &
Manage Payment Accounts @ Disable Invoices @
Manage Vendaors 8 wioid Checks @

Manage File Uploads @

-

NOTE: The visibility of pages and information in AP Gateway is based on roles and
permissions assigned to users by a company as well as company configuration. As a result,
some pages and information may not be visible to you or may only be available in a view
only format.

Watch the View User Details, Role Details, and Hide Default Roles video to see a
walkthrough of the instructions above and see the AP Gateway Guide that matches your
company’s configuration to learn how to access, navigate, and use all features in AP
Gateway.

Back to the top
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Editing User Accounts

Users with the Manage Users permission can edit individual user accounts or multiple user

accounts simultaneously.

To edit a single user account:

1. Loginto AP Gateway.

Corpay” | APGateway

Forgot Password?

W’E‘ I C'Dme o AR Cateway,

powered by Corpay, a comprehensive portal
for managing your entine payments process
Here, you can effortlessly submit payments
A BRProvalE, Qenerale FEROTS, BOCDES your
remittances and payment history, manage

wenders, and mone

e hope you enjoy your day, and follow us for
news, updates, and events.

2. Click the username or gear & icon in the AP Gateway banner then select the Roles

& Permissions menu item.

Get Help

Nvoicepay, Inc. - NVoicePay ¥ DR

Accounts

Doc Reviewer £

/

Fiscal Year Beg|

Roles & Permissions

My Profile

Meodify Locations

Log Off

3. On the Roles & Permissions page, in the Users table, click the Edit @ action for the

user account to edit.

4. In the Edit User dialog, make the desired updates. If None is selected in the User
Role drop-down, individual permissions can be selected in the Permissions

Authorized (From Role) section.

5. Click the Save button.

Corpay" Company Confidential
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Edit User x

Organization Batch Approver £
| Partnership Integrations L |
Payment Approver &

Display Mame
| QA Autamation | View Organization Reparts @
Job Title View Standard Remittance Artifacts @
| Corpay | View Sensitive Remittance Artifacts @
Email Address View Only o
| Bnvoicepay.com |

NoAppm-vEllse
Phone Humber
| | Disable Payments @
User Role Disable Approvals @
| Super Admin v | Disable History @&

Disable Reports @

Disable Vendors @

Permissions Authorized (From Role)

Manage Users @

Disable Invoices &

i e
Manage Payment Accounts @ verachess

Manage Vendors 8

Manage File Uploads @

6. A message displays confirming the user account was updated successfully.

To edit multiple user accounts simultaneously:

1. On the Roles & Permissions page, in the Users table, select the checkboxes for the
user accounts to edit.

2. Click the Edit Selected button at the bottom of the page.

Useis  Roles  Notifications  Reports

<.n1!4561~h|:|ur-umvamum 1220 60 130w

3. Inthe Edit Users (Batch) dialog, edit the Job Title and/or the User Role fields. If None
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is selected in the User Role drop-down, individual permissions can be selected in the
Permissions Authorized section.

Edit Users (Batch) b

Organization

View Organization Reports &

Wiew Standard Remittance Artifacts
Users To Edit

8
View Sensitive Remittance Artifacts &
No Approvals &
Job Tite View Onby 8
| | Disable Payments @
User Role
Disable Approvals &
| Select Role... v |
. . Disable Hista'yﬂ
Permissions Authorized (Select a Role)
Manage Users & Disable Reports ©
Manage Payment Accounts & Disable vendors &
Manage Vendors @ Disable Invoices @
Manage File Uploads @ Woid Checks @

Batch Approver &

Payment Approver &

== | oc)

4. Click the Save button.

5. A message displays confirming the user accounts were updated successfully.

NOTE: The visibility of pages and information in AP Gateway is based on roles and
permissions assigned to users by a company as well as company configuration. As a result,
some pages and information may not be visible to you or may only be available in a view
only format.

See the AP Gateway Guide that matches your company's configuration to learn how to
access, navigate, and use all features in AP Gateway.

Back to the top
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Sending Reset Password Requests to Users

Users with the Manage Users permission can send reset password requests to users that
will allow them to change the password they use to log in to AP Gateway.

To send a password reset request to a user:

1. Loginto AP Gateway.

Corpay” | APGateway

Forgot Password?

wenders, and mone

news, updates, and events.

W’E‘ I C'Dme o AR Cateway,

powered by Corpay, a comprehensive portal
for managing your entine payments process
Here, you can effortlessly submit payments
A BRProvalE, Qenerale FEROTS, BOCDES your
remittances and payment history, manage

e hope you enjoy your day, and follow us for

2. Click the username or gear & icon in the AP Gateway banner then select the Roles

& Permissions menu item.

Get Help

Nvoicepay, Inc. - NVoicePay ¥ DR

Accounts

Doc Reviewer £

/

Fiscal Year Beg|

Roles & Permissions

My Profile

Meodify Locations

Log Off

3. Onthe Roles & Permissions page, in the Users table, click the Reset Password ﬁ
action for the user account to send the reset password request to.

4. On the Password Reset form, verify the email address is correct.

5. Click the Continue button.

Corpay" Company Confidential
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A
Corpay” | AP Gateway

Password Reset

Use the form below to request a password reset

{@nvoicepay.com

6. A message displays confirming the password reset was requested. The user will
receive an email with a secure link to change their AP Gateway password.

A
Corpay* | AP Cateway

Password Reset
Requested

Please Check Your Email and Click the Secure Link.
If you are having trouble finding our email, check your spam

folder or
lick here to resend.

NOTE: The visibility of pages and information in AP Gateway is based on roles and
permissions assigned to users by a company as well as company configuration. As a result,
some pages and information may not be visible to you or may only be available in a view

only format.

See the AP Gateway Guide that matches your company'’s configuration to learn how to
access, navigate, and use all features in AP Gateway.

Back to the top
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