FFVA Mutual’s Self-Service Employer Portal
How to Create a New User

Anyone designated as an admin with your company is able to log into our portal and add new
users. Simply follow the quick steps below:

1) Log in at https://webtropics.ffvamutual.com and click on the Admin tab.
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2) Click Add User.

@ Add User  @EditUsers g AddRole g Assign Roles

\ Select a User Unit 001, Insured 168 ¥ | @

-

~

Assign Roles

When Working on Behalf of | 163-1 pMutual (840)-168-1 - 2 Assn (Unit & Workplace Data) ¥ | @

Grant the following roles:

Py Access Level: @ Effective On: @) Expires As Of: @
wdithoe  Administrator (Unit & Workplace Date) 11/06/2010 @
ctfoie Billing (Unit & Workplace Data) @
FROI {Unit 8 Workplace Data) (7]
Non-Administrator (Unit & Workplace Data) 11/06/2010 @
Edit Rele Online Bill Pay {Unit & Workplace Data) @
Edit Role test {Unit & Workplace Data) @
Save
3) Enter the Required Information and click Save.
— User Informati — User Access Administration
User Name I Allow this user to work on behalf of the following:
. . 168-001 Mutual (340} Assn
Title/Salutation: =
First Name: I (Prass the "Ctrl” key to select more than one}
. User Access Effective Date: I?/Q,-’ZOIQ @
Middle Name o -
User Access Expiration Date @
Last Name I B
User Password Reset Date:
Suffix: 7/9/2019 @
Primary Email I
Secondary Email /

Note: After the user information is saved, the assign Roles screen will be displayed.

4) Assign Roles and Enter Effective Date.
In the “Effective On” field, enter the current date for the appropriate role(s) and click Save.

Select a User: User. New T @

When Working on Behalf of: | 155-1 putual (340)-158-1 Assn (Unit & Workplace Data) ¥ | @

Grant the following roles:

-]
=dit Role Administrator (Unit & Workplace Data) l:l @
tditfcle  Billing (Unit & Warkplace Data) I:l @
EditRole  FROI (Unit & Warkplace Data) I:l @
Zdit Role MNon-Administrator (Unit & Workplace Data) l:l 1 @
tditRele  Online Bill Pay (Unit & Workplace Data) |:| . )
Edit Role test (Unit & Workplace Data)d l:l I @

pa—
/

Access Level: @ Effective On: @ Expires As Of: @

After being added, the New User will receive 2 emails, one with their user login and another
with a link to setup their unique password.

Questions? Email customersupport@ffvamutual.com or call #800-346-4825.


https://webtropics.ffvamutual.com/

