
 

 

                                                                                                                                                                          
## RESTRICTED ## 

a) From the top menu bar, go to “Admin” > “Users Management” > “Manage User Profiles”. 

b) Select the User and click the  icon to edit. 

Step 1 

Step 2 

a) At “Company & Functions to Access”, click “Roles”. 
 

 

USER GUIDE: MERCHANT ACCOUNT LINKAGE VIA INFINITY 
============================================================================== 
Important Notes: 

▪ User access rights must be granted by Infinity Company Administrator (CA) for merchant ID to be linked 
 

▪ Company Administrator needs to grant user profile access rights: 00 – All Account Access 
======================================================================== 
 

A. Guide for Company Administrators in Infinity: Assigning Group Roles to User Profile 
 

 
 

 

  
 

     
   
 
 
 
 

 

 
 

 
 
      
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 



 

 

                                                                                                                                                                          
## RESTRICTED ## 

a) Ensure the enquiry user is having “00 All Account Services”. Tick the box and click “Apply”. 
Thereafter scroll to the end of page and click “Next” 

b) If the user is already having the access, no further action required. 

Step 3 

Step 3 

a) Review the changes and scroll to the end of page to “Submit” for approval. 

 

 
 
 

 

 
 

 
 
  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 



 

 

                                                                                                                                                                          
## RESTRICTED ## 

a) Go to “Admin” and click “Manage User Account Access”. 

Step 1 

a) From the top menu bar, go to “Admin” > “Users Management” > “Manage User Profiles”. 

b) Select the User and click the  icon to open User Account screen for approval. 

c) Click “Approve” after confirming the User Account setup. Approver may approve using Infinity 

Secure or physical token by following the steps on screen. 

Step 1 

 
 

B. Guide for Company Administrators in Infinity: Approving the User Profile Setup 
 

 
 

 

 
 

    
 
 
 
 
 

 
 
 

C. Guide for Company Administrators in Infinity: Assigning Merchant IDs to User Account 
Access 

 
 
 

 

  
 
 
 
 



 

 

                                                                                                                                                                          
## RESTRICTED ## 

a) Scroll to end of page to find “Merchant IDs to Access” and click “Merchant ID(s) *”. 
1.  

Step 3 

a) Look for the company to be granted with merchant account access, click the Action button 
and click “Edit”. 

2.  

Step 2 
 
 
 

 
 

 
 

 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

                                                                                                                                                                          
## RESTRICTED ## 

 

Step 4 
 

a) Tick the Merchant ID the user may access and click “Apply”. 
b) Scroll to the end of page and click “Next”. 

Step 5 

a) Review the “User Account Access”. 
b) After reviewing, scroll to the end of page and click “Submit” to proceed with approval. 

 
 
 

 

      
 
 
      
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 



 

 

                                                                                                                                                                          
## RESTRICTED ## 

Step 1 

 

c) Go to “Admin” and click “Manage User Account Access”. 
 

a) Under “Accounts” menu, click “Download Reports & Advices”. 

Step 1 

Step 2 

 

a) Select the User and click the  icon to open User Account screen for approval. 
b) Click “Approve” after confirming the User Account setup. Approver may approve using Infinity 

Secure or physical token by following the steps on screen. 

 

D. Guide for Company Administrators in Infinity: Approving the User Account Access 
 
 
 
 

       
 
 

 

 

 

 

 

 

 

 

 

 

 

 

    
 

E. How to View/ Download Merchant Report 
 
 
 

 
 

 



 

 

                                                                                                                                                                          
## RESTRICTED ## 

a) Under “System Generated Reports” menu, click “Merchant ID” to filter the report. User may also 
use other search criteria to filter. 
b) Click “Download” button to download the report. 

Step 2 

 
 
 
 
 

 
 

 
 
 
       
 
 
 
 
 

 


