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1.	 Navigate to the TPO Portal login page, https://tpoportal.bankmerchants.com, and enter your username and 
password.

Create New Users

2.	 Click on the person icon in the upper right corner of the screen, then select Manage Partner Users from the 
dropdown menu.

JOB AID:
USER MANAGEMENT

This user guide covers how to:
1.	 Create New Users (see Page 1);
2.	 Navigate Role Profiles (see Page 5);
3.	 Navigate Access Profiles (see Page 7);
4.	 Disable User Accounts (see Page 9);
5.	 Unlock Locked Accounts (see Page 11);
6.	 Reset a Password (see Page 13);
7.	 Understand Portal Roles (see Page 16).
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3.	 Select New User.

4.	 Complete the following fields:
a.	 User ID – This username must be unique across all Merchants TPO Portal users, so we recommend using 

full first and last name.
b.	 Email Address
c.	 First Name
d.	 Last Name
e.	 Phone Type
f.	 Phone Number – Click on the pencil icon to enter this.  Make sure to select the Preferred check box 

within this pop-up, then click Save.
g.	 Portal Role – Additional roles can be added to users later in the process.  See Page 16 for explanation of 

roles.
h.	 Division – The user will only have the option to select the channel(s) that your company is approved for 

with Merchants.  If the desired channel is missing, please contact your Client Manager.
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5.	 Select Save to create the new user record.

6.	 After saving, you will receive a pop-up.  Click Yes.

7.	 Select OK.
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8.	 See the next two sections on how to set up the Role Profile and Access Profile to ensure the user account 
is ready.  Please provide the new user with their username and inform them they will receive an email to set 
up their password and activate their account.
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9.	 The user will receive a second email to confirm the account is now activated.
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1.	 Once you have saved a new user, click on Role Profile.
Role Profile Tab

2.	 Add any additional roles the user needs by selecting New Role.
NOTE: The user will always have access to the “highest” role they have assigned to them.

http://www.bankmerchants.com
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3.	 Click on the Role dropdown to select a role, then click the check box to enable it.  Select Save.

4.	 You can now see the new role that has been added.

http://www.bankmerchants.com


USER MANAGEMENT: ACCESS PROFILE TAB

BankMerchants.com 7

1.	 Once you have saved a new user, click on Access Profiles.  This tab controls the user’s channel access.  
Changes on this tab will only be applicable for companies that have delegated and non-delegated channel 
approvals.

Access Profile Tab

2.	 Select New Access Profile to add the channel that was not selected in the initial setup.

http://www.bankmerchants.com
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3.	 Click on the Access Profile dropdown to select the channel, then click Save to add the additional channel.
NOTE: The Primary check box will control the default channel pipeline displayed on the Portal Home Screen.

4.	 You can now see the new channel that has been added.

http://www.bankmerchants.com


USER MANAGEMENT: DISABLING USER ACCOUNTS

BankMerchants.com 9

1.	 From the Portal Home Screen, click on the person icon in the upper right corner of the screen.  Select 
Manage Partner Users from the dropdown menu.

Disabling User Accounts

2.	 Click on the user you want to disable.

3.	 Uncheck the Account Enabled check box.

http://www.bankmerchants.com
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4.	 Once the Account Enabled box has been unchecked, click Save to disable the user.

5.	 You will see they no longer have a green check mark next to their User ID, showing their account is not 
enabled.

http://www.bankmerchants.com
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1.	 From the Portal Home Screen, click on the person icon in the upper right corner of the screen.  Select 
Manage Partner Users from the dropdown menu.

If a user locks their account by entering the wrong password too many times, you will have to unlock their 
account for them.

Unlocking Locked Accounts

2.	 Click on the user that needs to be unlocked.

3.	 Uncheck the Account Locked check box.

http://www.bankmerchants.com


USER MANAGEMENT: UNLOCKING LOCKED ACCOUNTS

BankMerchants.com 12

4.	 Once the Account Locked box has been unchecked, click Save to unlock the user.
NOTE: It is recommended that you create a new password and securely provide it to them.  To do this, 
reference Page 3.

http://www.bankmerchants.com
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1.	 From the Portal Login Screen, select Forgot Password.
Reset a Password

2.	 Enter the email address associated with the user account, then click Send.

3.	 Select OK.

http://www.bankmerchants.com
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4.	 If you have an active account, you will receive a TPO Portal Password Reset email.  Once you do, select the 
Password Authentication button within the email.

5.	 Complete the fields, then select Update.
NOTE: Be sure to enter the email address tied to your user account.

6.	 Click OK.

http://www.bankmerchants.com
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7.	 The user will receive a second email with confirmation that the password was successfully reset.
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PORTAL ROLES

PORTAL ACCESS 
TYPE

SELLER 
ADMIN

SELLER 
REP

SELLER 
PROCESSOR

SELLER 
LOCK 
DESK

SELLER 
VIEW 
ONLY

SELLER 
LOCK 
ONLY

SELLER 
PURCHASE 

ADVICE 
ONLY

SELLER USER 
MAINTENANCE 

ONLY

SELLER 
VIEW RATE 

SHEETS 
ONLY

Register Loan

View Pipeline

Upload/ 
View Docs

Lock Loan

View Pricing

Submit Loan

View Conditions

Submit 
Conditions

View Purchase 
Advice

User 
Maintenance

View Rate Sheets

Generate Pricing 
Scenario

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓

✓✓ ✓✓

✓✓

✓✓

✓✓

✓✓ ✓✓ ✓✓ ✓✓ ✓✓

✓✓ ✓✓

Portal Roles
The Portal Roles list below details the access given to each respective role that you can designate within a user’s 
Role Profile tab (see Page 5 for instructions on this).
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