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How To:

View Users in User Access Management

Applies To Section Last Updated
Policy Administrators User Access Management 2026

Overview

This guide walks Policy Administrators through navigating to the User Access Management
screen and reviewing the users who have access to the Groups and Accounts they administer,
including viewing user details and assigned permissions.

-B/ack boxes in screenshots are used to redact internal Group/Account identifiers and
Personally Identifiable Information (PlI).

Before You Begin

Before starting, confirm that you meet the following access requirements:

* You are logged in to Pono ‘Oe with Policy Administrator access.
* You are assigned as the Policy Administrator for at least one Group and Account.
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Part 1: Navigating User Access Management

Log In and Locate User Access Management

After logging in to Pono ‘Oe, look for the User Access Management option in the
left navigation bar. This option is only visible if you have Policy Administrator
access for at least one Group or Account.
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Dashboard ~  Announcements
Annguncements 6/30  New and Enhanced Pono ‘Oe Features Coming Soon
Recent 701 Premum Statement= @ We are pleased to announce the upcoming launch of enhanced features within Pono“Oe, scheduled to roll out in July 2026,

Autharized users will be able to view Temporary Disability Insurance (TDI) claim status directly through the platform, Please follow
the instructions below to help prepare for the launch.

Requests Important Information for Existing Users

Claims To continue accessing the Billing Portal, you must review and accept the updated Terms and Conditions before proceeding, There are
no changes to the current billing platform

Tutorials

Accessing the Claims Dashboard

To gain access to the new Claims Dashboard in the online portal, the Employer's authorized Group Administrator must complete and
sign the required Policyhalder Authorization farm.

Policyholder Authorization Form 22

Click User Access Management

Click the User Access Management option. You will be taken to the User Access
Management screen, which displays all Pono ‘Oe users who currently have access
to the Groups and Accounts you administer.
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Review the User List

The list displays the following information for each user at a glance: User ID, First
Name, Last Name, Email Address, and the Date they were added to Pono ‘Oe.
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This list only shows users who have access to Groups and Accounts that you are
NOTE the Policy Administrator for. Users who have access to other Groups and Accounts
outside of your administration will not appear here.
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Part 2: Viewing a User’s Details

Click on a User Record
From the user list, click on any user’s name or record to open their detail view.
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Review User Information

The User Information section displays the following details for the selected user:
User ID, Name, Email Address (which also serves as their username), Date the
account was Created On, Created By, Last Updated On, and Last Updated By.

Manage User

User Information User Access User Information History

User Ip

2100 Group Accounts Grant Access
Name

PGL USER Search Q

Email Address

PGLTESTACCOUNT@GMAIL.COM

Press enter to search.

Created On Group Account Account Name Action
6/10/26,10:34 AM

ey I |
Last Updated On ltems perpage: | 10~ ‘ 1-10f1

6/10/26, 2:52 PM

Last Updated By

2 SubmitName/Email Change

Close
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Review Group Accounts

Scroll down to the Group Accounts section. This displays all Groups and Accounts
you administer that the user currently has access to. Note that the user may have
access to additional Groups and Accounts outside of your administration that will
not be visible here.

Manage User

User Information User Access User Information History

User ID

2100 Group Accounts Grant Access
Name

PGL USER Search Q

Email Address
PGLTESTACCOUNT@GMAIL.COM

Press enfer to search,

Created On Group Account Account Name Action
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Close
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Click a Group/Account Record to View Permissions

Click on any Group or Account record within the Group Accounts section to view
the specific permissions that have been assigned to this user for that Group and
Account.

Manage User
Manage External User / N
User Information Permission Set
UserID Group Account Account Name
£ |
Name
PGL USER Module View Update
Email Address
PGLTESTACCOUNT@GMAIL.COM Claims
Created On
6/10/26, 10:34 AM Billing
Created By
|
Last Updated On
6/10/26, 2:52 PM
Last Updated By
|
Cancel

Related Guides

e Need more help? View our full library of how-to guides here.

Need Further Assistance?
If you have any questions, please contact us:

TDI Portal Team TDI Claims Team
Email: TDIportal@pacificguardian.com Email: TDIclaims@pacificguardian.com
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