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Creating Secondary User Accounts

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

Change Account Information
To add secondary users, select the User Creation

dropdown menu “Personalization” > “User
Creation.”

Set Up Filing Organization
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Utah-ID Name Status Action

No records to view.

Back Add New User

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

Utah-ID:*

To add a secondary user, please
ensure they have a valid Utah-ID
account. To obtain a Utah-ID
account please navigate to
https://login.utah.gov/user/create
or click here.

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.
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Alert

A\ User Added Successfully

When complete, select “Save” > “OK.”
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Utah-ID

saltcitybankuser1

saltcitybankuser2

saltcitybankuser3

Name

user saltcitybank

user?2 saltcitybank

user3 saltcitybank

Status

Active

Active

Active

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.



