Administration
J.P. Morgan Access® provides an intuitive,
integrated approach to administration:
•

Create a New User

•

Edit a User Profile, Business Accounts and Roles

•

Convert a User from Custom Setup to Express Setup

•

Create Account Groups

•

Manage Requests

•

Manage Default User Limits

•

Manage Same Day ACH Settings
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Create a New User
From the Create tab on the Activity Bar, click Create User and
choose one of four setup methods:


Express Setup - This is the simplest and fastest way
to set up entitlements, using pre-defined roles to assign
products and functions entitlements.



Clone - This setup method enables you to quickly and
easily assign products, functions, accounts and group
membership to a new user by cloning (replicating) the
entitlements granted in Administration from an existing
user.



Profile Only Setup - This setup method enables you to
establish user profile information without assigning
entitlements.



Custom Setup - This method allows the greatest
amount of customization, enabling you to choose
specific entitlements to products, functions, accounts
and group membership.

When to Use Express vs. Custom Setup
The majority of users can be set up using Express Setup. The
following questions can help you determine whether you can use
Express rather than Custom Setup:
Do your users…







Require account-specific entitlements (do they need to vary
accounts by product)?
Require individual limits?
Need to approve transactions from Detail View?
Require View-Only capabilities?
Need to be part of a user group?
Use GACH?

If not, use Express Setup.
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Create a New User with Express Setup
Express Setup is the fastest and easiest way to set up entitlements. It is
a three-step process: First you enter the user profile information, next
you choose the user account set and lastly you choose pre-defined roles
to assign products and functions entitlements.
1. From the Create tab on the Activity Bar, click Create User.
2. From the Add User screen, click Start Express Setup.
3. Enter the required user profile information.
4. In the User Credentials section, enter a unique Access User ID
for the user and click Validate or click Suggest for a list of
suggested User IDs. If the User ID is not valid, four suggested
IDs will display.
Tip: The ID must be between six and 20 alphanumeric
characters, with at least one letter. No special characters are
allowed.
5. Select a Logon Type—either password or SecureID—from the
drop-down list and click Next
6. Select one or more accounts from the Available Business
Accounts list, drag and drop them to the Selected Business
Accounts list and click Next to assign these accounts as the
user account set.
7. Select one or more pre-defined roles for which the user is
responsible. Available roles and the products and functions
available for each role will vary depending on the user
account set.
8. You can click the arrow next to each role to expand the role
details and edit the functions and products available for that role.
Products and functions will be pre-selected based on the role,
but you can also manually select or de-select any of the
available options.
9. Click Next to review the User Profile, Business Accounts, Roles
and User Credentials. Click Previous to make changes or click
Submit for Approval.
Note: You must enter information in all fields marked with a red
asterisk (*).
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Create a New User with Clone
The Clone capability allows you to replicate entitlements to
products, functions, accounts and group membership from an
existing user to set up a new user with identical entitlements.
1. From the Create tab on the Activity Bar, click Create User.
2. From the Add User screen, click Start Clone.
3. Enter the required user profile information in the User
Profile section.
4. In the User To Replicate section, select the user you wish
to clone from the drop-down list or start typing a user name
to locate it on the list.
5. In the User Credentials section, choose and validate a
User ID and select a Logon type and click Next.
6. On the Clone Setup – Review screen, click Submit for
Approval or Previous to return to the Clone Setup –
Profile screen.
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Create a New User with Profile Only Setup
Profile Only Setup lets you create user profile information without
assigning entitlements, which is useful when awaiting further
instruction before assigning entitlements or when users are entitled
outside of Administration.
1. From the Create tab on the Activity Bar, click Create User.
2. From the Add User screen, click Start User Profile Setup.
3. Enter the required user profile information in the New User
Profile section.
4. In the User Credentials section, choose and validate a
User ID and click Review.
5. You can then review the user profile information and either
click Previous to return to the Add User Profile page and
make changes or click Submit for Approval.
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Create a New User with Custom Setup
Custom Setup is the most complex but flexible method of assigning
entitlements. It enables you to choose specific entitlements to
products, functions, accounts and group membership.
1. From the Create tab on the Activity Bar, click Create User.
2. From the Add User screen, click Start Custom Setup.
3. Enter the required user profile information in the Add User
window.
4. Click Add Products.
5. In the Add Products window, select the products you want
to add.
6. Click Add Products to display the Edit User Details
window.
7. Click Expand All to display the product setup details.
8. Click Start Setup for a product in the list to begin setting
up the entitlement. You can save as a draft at any point.
9. Click Next to add functions, accounts, limits (optional)
and/or additional information (Company IDs, descriptions
and services), if required.
Note: If you do not set limits here, then the Default User
Limits for all functions, if established, will be applied to the
user(s).
10. When your entitlements for each step are complete (as
shown by green check marks at the top of the flow), click
Finish.
11. When your product setup is complete, review the Edit User
Details window, noting the (+, -) indicators.
12. Click Submit For Approval.
Note: For some More Services applications—other than Digital
Payments, Global ACH, Global Trade Transactions, Host-to-Host
Online, Supply Chain Finance, China eDraft, Brazil Online and
ACH File Warehouse products—adding entitlements is separate
process. Please see the User Setup Forms User Guide for details
on adding entitlements to those More Services applications.
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Edit a User
1. From the My Tasks tab on the Activity Bar, click Edit User.
2. Select a user from the drop-down list and click View User
Details.
3. If the user was set up using the Express Setup method
(see screenshot top right), you can take any of the
following actions:


Click Edit User and select Edit Profile, Edit Business
Accounts or Edit Roles from the menu to make
modifications to the user.



Click Delete User to remove the user.



Click Clone User to create a new user with identical
entitlements as the existing user.



Click Copy User to replace the user’s entitlements with
entitlements copied from another existing user.

If the user was set up using the Custom Setup method
(see screenshot bottom right), you can:







Click Edit User to make modifications to the User
Profile including user details, login details, user groups
and contact information.
Click Delete User to remove the user.
Click Clone User to create a new user with identical
entitlements as an existing user.
Click Copy User to replace the user’s entitlements with
entitlements copied from another existing user.
Click Convert to Express to convert the user from a
Custom Setup to an Express Setup using pre-defined
roles.
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Convert a User from Custom to Express Setup
You can convert a user’s setup from a Custom Setup to an Express
Setup using pre-defined roles.
1. From the My Tasks tab, click Edit User.
2. Select or type the user name of the user you would like to
convert.
3. In the Convert to Express Setup box, click Start Express
Setup Conversion. A pop-up box will appear to inform you
that a customized entitlement report is being generated so
you can view the user’s current entitlements and will
appear in your Admin Inbox when completed.
Note: Converting to Express Setup may add entitlements
for accounts or products that the user doesn’t currently
have, based on the pre-defined roles that most closely
match the user’s existing setup.
4. The Convert to Express Setup pop-up will inform you that a
customized entitlement report is being generated and will
appear in your Admin Inbox when completed, so you can
view the user’s current entitlements. Click Continue to
display the Review Conversion Changes screen.
Note:
 All group memberships will be removed
 Individual limits will be removed and user will receive
the default user limits set at the client level
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Convert a User from Custom to Express Setup
(continued)
5. On the Review Conversion Changes screen, you can
select a product to view After Conversion detail pages by
product (showing entitlement differences between Custom
and Express Setup).
6. Select Export to Excel from the Utilities menu on the
product After Conversion detail page to export an
Entitlements Conversion Report.
Note: To retain a record of these differences, you must
export and save the Entitlements Conversion Report
from this page. The report will not be available after the
conversion is complete.
7. Click Review Conversion Changes at the top of the
screen to return to the Review Conversion Changes
screen.
8. Click Next to proceed to the Convert – Review screen and
click Submit for Approval to proceed with the conversion.
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Create Account Groups
You can create account groups to select all business accounts or a
subset of accounts quickly and easily.
1. From the Create tab on the Activity Bar, click Create
Account Group.
2. Enter an account group name and an optional description.
3. Select one or more accounts from the Available Business
Accounts list, drag and drop them to the Selected Business
Accounts list and click Next to assign these accounts as
the account group set.
4. If a master account group has not yet been set up, you can
click Set as the Master Account Group to create a
dynamic account group that incorporates all the current
account groups onboarded for the client.
5. Click Submit for Approval.
Notes:
• There is no limit to the number of standard account groups
you can create.
• An account can belong to multiple groups.
• The master account group will have a name assigned by the
system and will be updated automatically whenever there are
account modifications, such as a change in account status, or
when accounts are added or removed from J.P. Morgan
Access®.
• FX account groups allow you to control which accounts can
be used to fund FX trades. The FX Account Group represents
an entity. The FX Account Group selected when creating an
FX payment or contract represents the counter party to the
FX trade with the Bank. FX users can select any of the
accounts associated to the FX Account Group to pay for the
FX trade. Note that the FX user must be entitled to the FX
Account Group and Account.
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Manage Requests
You can edit and delete requests that you have submitted yourself.
You must be entitled to approve or delete requests submitted by
others.
1. From the My Tasks tab on the Activity Bar, click My
Actionable Requests to view a list of pending requests.
2. Click on the request(s) you want to approve, edit or delete
to display request details.
To approve or delete a request:


Click Approve or Delete at the bottom of the request
details screen.

You can edit (for users created with Custom Setup) or delete (for
all users) requests that you have submitted while they are pending
or in process. To edit or delete a request:


Click More in the Request Details window and select Edit
or Delete.

If you selected multiple requests, the next request is displayed and
you repeat the same process for each request you want to work on,
or you can click the Skip button at the bottom of the request details
screen to move to the next request.
Note: If a lock icon appears in request details, that request is in
use by another user. You can see that user’s ID in the Request
Locked Indicator. When a request is locked, all the action buttons
available in the button bar are disabled. Only the user who locked
the request can unlock it.
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Manage Default User Limits
1. From the My Tasks tab on the Activity Bar, click Edit
Default User Limits.
2. Use the Quick Add panel to set the same limits for all
functions in multiple selected products.
3. Enter a payment limit, a batch limit (U.S. ACH only) and a
daily aggregate limit for all functions.
4. Select the checkbox for each transaction type to which the
limits will apply and click Apply to Limits.
5. Click Reset Quick Add to clear all values and start over or
continue with a new selection of products.
6. You may also enter or override individual limits for each
transaction type function in the respective panel.
Note: The maximum allowable payment limits vary by
transaction type (and may be lower than the maximum
allowable limits in the Quick Add panel).
7. When all limits have been set, click Submit for Approval.
User administration may be performed after submission of Default
User Limits, but the limits request must be approved prior to
approving user administration requests.
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Manage Same Day ACH Settings
1. From the My Tasks tab on the Activity Bar, click Same Day
ACH Settings.
2. Select the checkbox for each Company ID for which you
would like to enable same-day ACH transactions or
deselect the checkbox to disable same-day ACH
transactions.
3. Click Submit.
Note: Any time a new Company ID is added, the Same Day
ACH Setting will default to enabled.
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