


To submit an online ADD/ REMOVE USER FORM, you will go to our home page www.localgovcorp.com and 
log in to the CUSTOMER LOGIN. Once you log in it will bring you the clerks website, here you will see the 
CONTACT SUPPORT option. You will select the REQUEST SUPPORT option. That will pull you up a support 
request and you can fill out the add/ remove user form there. 
If you do not have a login or have not been setup yet, please call our office 1-800-737-1826 as soon as 
possible and we will help you get started. 

http://www.localgovcorp.com/






• The contact information will 
default in based on the login 
used for the LGC website.

• You may change the preferred 
contact method to phone or 
email.

• Select your request type.
• The TeamViewer ID and 

Password fields are not 
required. You may skip this 
portion of the form. 

• Continue to the next page of 
the form. 



Because you selected the 
TnCIS/CTRIS, the information 
required will be TnCIS fields.





Select all of the databases this user will need to have access to. 
Will this user need a cash drawer? If they will be receipting, then 
they will need a cash drawer. 

Should this user be able to access other cash drawers. This is for 
closing out the end of the day processes. The clerk, and the 
bookkeepers typically have access to all cash drawers. Most users 
only have access to their own. 

List everyone who should have access to this person’s cash 
drawer (clerk, bookkeepers, etc). 

Do you want this person to be able to print checks? Some offices 
allow users to print checks for service fees as it is receipted, 
others batch everything to be printed at one time. This is not a 
required field, so you can leave it unmarked if you are unsure. 



Typically, only the clerk, bookkeeper, and 
possibly a backup bookkeeper have access 
to the End of Month and End of Day 
processes. 

You will need to “sign” the request by 
entering your name, and your official title. 
Check the box if you authorize LGC to make 
the requested changes. 

“Continue” will complete your request. 



Once you hit continue and your request is 
completed, you will get a message stating 
that your request has been submitted and 
will provide you with your support request 
number. 

When you submit your request online, it is 
automatically added to LGC’s customer 
support system, ready for a support 
representative to assist you. All calls are 
taken in the order they are received.

If you have any questions, or need assistance 
with the online request form, please contact 
phone support at 1-800-737-1826. 



If you want to submit a software request, 
choose Request Type of “Software”, then 
select “TnCIS as your software package 
description.
You will enter a description of your request, 
and have the option to upload a file (ex: 
screen shot of errors). 
As with the user requests, the TeamViewer 
information is not required.  When you go to 
the Next screen, your request will be 
submitted automatically.
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