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As an access manager, use this procedure to manage your MyMPI users, including creating,

updating, deactivating, or reactivating user accounts. This procedure also details how to
manage MyMPl invitations.

Before You Begin
e Signinto MyMPI at

Create User and Send Invite

1. Fromthe MyMPI Landing page, under Manage My Users, select View users.

‘ MyMPI

Good morning, John

Welcome to MyMPI. Access your MPI services today, securely and with ease.

=23 @

Manage an IRP fleet Manage my users

Renew, register or update a fleet. Invite, edit and remowve users from your corporate account.

I @ Launch MPI Registration - IRP ]

e Thesystem redirects to the Users information page.
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2. Inthe upper right corner, select Create User.

‘ MyMPI A Francais

< Home

Users

s

‘ O,‘ [ 7 Filter

;::E"@T::a” com IRP User, Access Manager Active @ Redeemed 2026/06/27 6:57am

Doe John
doejohn@email.com

@ Profile

MyMPI account C Invitation status :

IRP User Active ® Redeemed 2026/08/10 9:58am

3. Onthe Create User page, complete the following fields:

e  Work Email: Enter the email address that will be part of the user’s login
credentials, and that will receive portal emails.

e User Details: Complete the required fields.

e Communication preference: Select the preferred language for MyMPI email
communications.

e Roles: Select the applicable option(s):

o Access Manager. An Access Manager can:

= Add new users.

= Assignuser roles.

= Manage MyMPl invitations.

= Update contact information.

» Deactivate and reactivate users.
o IRPUser. An IRP User can:

=  Perform IRP transactions

TIP: More than one role can be assigned.
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4. Select Create User.

| My MPI & Frangais (D) Prodile

€ Back

Create user

Send an invitation to add 3 nevs person to your MyMP| arzanization sccount. Choase 3 role to match the access they need.

¥ hyMPI sign-in Work emad

This email address will be used far your user's MyMPl sign-in and MyMP1 email cammunications. jdoe=@email.com
The imvitation will be sent ta this email.

L User details

First nams Lastname

| Jane: | | Doed |
Work phone (optional) Extension [aptional}

Mabile phone [optianal}

Communication preferance

(@) Engiish

Frangais

2¢'s pradarrd langusge for MyMF| amail communizstions

&} Rolz
Mare than one role can be sssizned.

Access Manager

vite e and manage ascess o MybP,

IRP Usar

Can perform IRP transactions.

Clearzll Cregteuser

e A pop-up window appears indicating the new user has been successfully
created and an invitation has been sent.
o Toview the status of your invitation, select View Users.
* Youcanalso resend or cancel an invitation from the user list
page.

o Tocreate another user, select Create Another User.
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Resend Invitation

Tip: You can only resend an invitation to a user if their previous
invitation status is Cancelled or Expired.

1. Fromthe MyMPI Landing page, under Manage My Users, select View users.
e Thesystem redirects to the Users information page.
2. Onthe Users information page, locate the user.

3. Under Invitation Status, select Re-send Invitation.

< Back

Users

. SR s———

Q‘ [ ' Filter

John Doe IRP User, Access Manager ® Redeemed 2026/06/27 6:57am
jiidoe@email.com
Doe John
ra jdoe@email.com IRP User, Access Manager Active ® Redeemed 2026/08/10 9:58am
+Johny Doe IRP User, Access Manager Active ® Redeemed 2026/06/24 9:16am

jidoe@email.com

Jane Doee |
s jdoeee@email.com IRP User Pending ® Cancelled B Re-send invitation -

4. OntheRe-send Invitation dialogue page, select Yes, Re-send Invitation.

A

Re-send invitation?

Please confirm that you would like to re-send
an invitation to the following user:

Jane Doee
IRP User
jdoeee@yopmail.com

Yes, re-send invitation

l Mo, cancel l

¢ AnInvitation Sent screen appears. Select Close.
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Cancel Invitation

| Tip: You can only cancel an invitation that has not yet been redeemed. |

1. Fromthe MyMPI Landing page, under Manage My Users, select View users.

e Thesystem redirects to the Users information page.

2. Onthe Usersinformation page, locate the user, and confirm their invitation status is

3. Under Invitation Status, select Cancel Invitation.

4,

in the Sent status.

< Back

Users

John Doe
Jiidoe@email.com

Doe John
jdoe@email.com

 Johny Doe
#  jjdoe@email.com

Jane Doee
jdoeee@email com

IRP User, Access Manager

IRP User, Access Manager

IRP User, Access Manager

IRP User

Pending

Q‘ [ W Filter

! Createuser

® Redeemed
® Redeemed

® Redeemed

Sent X Cancelinvitation

. S s

2026/06/27 6:57am

2026/08/10 9:58am

2026/06/24 9:16am

A

Cancel invitation?

user:

Jane Doee
IRP User
jdoeee@yopmail.com

Please confirm that you would like to cancel
the invitation which was sent to the following

Yes, cancel invitation

X

l Mo, cancel

|

¢ An Invitation Cancelled screen appears. Select Close.
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From the MyMPI Landing page, under Manage My Users, select View users.
e Thesystem redirects to the Users information page.

On the Users information page, locate the user whose information you would like to

change, then select the Edit| # |icon to the left of the username.

On the Update User page, under User Details, select the desired field and make the

required change.

Tip: You can make edits to fields under User Details, Communication
Preference and/or Role.

Once you have made the required changes, select Save Changes.

Tip: To view the updated information, return to the Users information
screen, where you can view your updated user list.

From the MyMPI Landing page, under Manage My Users, select View users.
e Thesystem redirects to the Users information page.

On the Users information page, locate the user whose email address you would like

to change, then select the Edit| # | icon to the left of the username.

On the Update User page, under the user’s Work email, select Change MyMPI sign-
in.

In the pop-up window, enter the user’s new email address and confirm they consent
to receive emails regarding their MyMPI account and transactions. Select Next.

The user receives an email at both their new and old address confirming that their

email address has been changed.

Tip: To view the updated information, return to the Users information
screen, where you can view your updated user list.
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