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Enabling others to access your account

You can enable other people, such as your personal assistant, with access to
your card account by using the Assign Authorities function.

To enable others to access your account:
1. Click on Authoriies tab;
2. Select Add Assignment;

3. Under Profile Search, enter the name of the person you want to provide
access;

4. Click Search;

5. Click on the name of the person you are providing access to. Their user
name will appear in the User Name box;

6. Choose the Begin Date and End Date of the assignment;
7. Click on Update Assignments.
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To delete an assignment, check the Delete box and click Update Assignment
To extend the end date of an assignment, you will need to delete the current
assignment and complete the add assignment process again.

To provide permanent access select an end date far into the future, for
example 2019,

Under Profile Search, you can view a list of all users for your company, so
you need to ensure that the name you select belongs to the person you are
providing access to.

If that person is not a cardholder, please contact your company card
administrator who can set them up as a user.

Note: An incorrect selection will provide access to another user.

How others access your account

When the person you have provided access to your account logs into their
own account in MiVision Advance, they need to click on the Authorities tab
and click on your name under Assigned Authorities. This will take them to
your home page.

Change your Authority

They return to their own account by clicking Reset to Myself within the
Authorities tab.




