TO SUBMIT AN ONLINE ADD/
REMOVE USER FORM FOR
TNCIS USERS



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.
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Request Support Online

Contact Name * Jil Littrel

The contact information will o) Akivoms*
default in based on the login =
used for the LGC website. Request Type *

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.

Extension

Remote Support

Your Team\Viewer ID

Your TeamViewsr

word




Request Support Online

Modify Existing User

User Password

Because you selected the sers Job Title
TnCIS/CTRIS, the information User Initials
required will be TnCIS fields.

User's Default Printer
Name

User's Email *

et up like another user in your office?

s to (check all that apply):




YOU WILL CHOOSE TO ADD, REMOVE OR

MODIFY USERS. Request Support Online

ENTER THE USERNAME.

Flease indicate user reguest type

THE PASSWORD FIELD IS NOT REQU|RED, AND Add New Use Remove Existing User Modify Existing User
YOU LEAVE IT BLANK. WE DO NOT NEED THE Username *

PASSWORD TO REMOVE OR MODIFY EXISTING
USERS. IF A NEW USER IS BEING ADDED, WE

Uzer Password

WILL ASSIGN THEM A SIMPLE PASSWORD, AND Users Job Title *

THEY WILL BE REQUIRED TO CHANGE IT THE

FIRST TIME THEY LOGIN. Hser Initials -

BE SURE TO INCLUDE INITIALS FOR RECEIPTING sers Default Prinier

PURPOSES. IF YOU HAVE MORE THAN ONE

PERSON WITH THE SAME FIRST AND LAST Heers Emalt

INITIAL, YOU MAY WANT TO USE THREE INITIALS Should this user b st up [ke ancther user i

INSTEAD OF TWO.

Enter Existing User or

THE DEFAULT PRINTER AND USER EMAIL ARE e Broup Hame
NOT REQUIRED. IF THERE IS ANOTHER USER IN
THE OFFICE THAT HAS THE SAME PERMISSIONS
THAT YOUR NEW USER WILL NEED, ENTER THEIR
NAME IN THE AREA PROVIDED.




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. TNGIS User: List other drawer access for his user

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

THCIS User: List other users who should have access to this cash drawer:

THCIS User; Do you want this user to be able to print checks?

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.

Yes Mo




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.

THCIS User: Do you want this user to have access to accounting functions for End of Month?

Yes Mo

THCIS User: Do you want this user to have access to accounting functions for End of Day?

Yes Mo

Additional wser information (restrictions (i.e. inquire only), additional access, etc.)

Official Reguesting Login
Change*

Official's Title *

User Change Agreement | agree that by submitting t ectronic form, the above named

(Required) * off

g an atLocal Government Corporation to



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 Su bmit your request Online, it iS ‘r’i_:uur i_:uhrn!r-_;smn hd._ _hlr;'-ﬁré:'-_;enllu _Ljur:.a.l UU,.':IF|I|”".1EELUﬂ,_.rpflr.alm”'”. e i it
a u to m at i Ca I Iy a d d ed to LG C’s c u Sto m e r was received and the next available representative will contact YOLL

Your Support Request Number is: 1219757

support system, ready for a support
representative to assist you. All calls are
taken in the order they are received.

THAME ¥OU for choosing Local Government Corporation!

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



Request Support Online

Contact Name *

If you want to submit a software request,
choose Request Type of “Software”, then
select “TnCIS as your software package
description. ersiConncs  @Prone OEma
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.

ot below to help us assist you with you
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