
Creating Secondary User Accounts

After setting up or logging into the primary 
user’s account, you will be directed to the 
UCC/CFS dashboard. 

To add secondary users, select the 
dropdown menu “Personalization” > “User 
Creation.”



At the bottom of the page you will select “Add New User.”



You will then enter the secondary user’s information.

It is CRUCIAL that you enter the correct Utah ID and email address 
associated with the secondary user.

Also, make sure to highlight the Filing Organization that applies to the 
secondary user.



When complete, select “Save” > “OK.”



This will bring you back to the Secondary User Maintenance page where 
you can add more secondary users, edit or inactivate a user.

To inactivate a user, select “Edit,” which will redirect you to the Change 
Secondary User Information page, select under “Status” > “Inactive,” and 

select “Update” at the bottom of the page. This will inactivate the user 
from logging in. 


