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My Account 

All user-specific settings and general information are found in the My Account area. 

 

1. User Info  

a. Main user information is kept and updated on the User Info tab. Use this tab to 

update your Name, Email, Title/Department, phone numbers, Avatar, and Security 

Settings including Two-Factor Authentication and changing your password. 

 
2. User Settings 

a. To update which page you land on at login, connect your printer, adjust some font 

settings, and determine whether the system will include a decimal when you’re 

entering numbers, click on the User Settings tab. 
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3. Module Settings 

a. The Module Settings tab is the home for the individual settings of the modules you 

have access to. Click on the “Details” button for the module you’d like to update. 

 
 

b. Some common settings include: 

i. Accounts Payable  

 
 

4. Notifications 

a. The Notification tab is where you take control of how you receive messages from 

the Cloud. By default, pop-up notifications are activated. You can elect to have an 

email or text message sent when you have updates on your activities or a message 

is sent to you within the messaging utility. 
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5. Approval Notifications 

a. Approvers can update your settings on the Approval Notifications tab. Like the 

Notifications tab for activities and messaging, you can elect an email or text 

message for items needing your attention.  

b. This also applies to items you sent to be approved, so you are notified by your 

preferred method when your item moves the next step. 

c. To mark yourself out of office and send approvals to your Backup, select the Out of 

Office box and enter the applicable dates.  

 

 

News 

BS&A shares information with customers in the News Section of your Avatar Menu. 
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Release Notes 

BS&A automatically updates on the 1st and 15th of every month.  Release Notes can be 

reviewed to see what has been changed or added to the system. 

 

Keyboard Shortcuts 

Keyboard shortcuts can be referenced for ease of navigation. 

  

Help Functions 

To make sure you can have support resources, you can use the following to connect with 

BS&A or self-service assistance. 

 

 

1. Technical Support Utilities (TSUs) 

a. TSUs are used by a member of BS&A Support to solve a variety of scenarios a 

customer will come across.  
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2. Contact Technical Support 

a. When you need a member of BS&A Support to reach out to you to resolve an 

issue, complete the BS&A Technical Support Request form with as much 

information as possible, include attachments with documents or screenshots if 

possible. Required fields are in yellow.  

 

If you would like a call instead of email support, be sure to check the “Request 

Call Back” box. Click Submit when complete. 

 

 
3. Remote Assistance 

a. BS&A can share your screen when assisting remotely using Bomgar.  The BS&A 

representative will ask you to click on the Remote Assistance option and will 

provide you will a code to enter in the Session Key field.  

 
4. Help Documentation 

a. For self-service solutions, refer to Help Documentation for quick reference to 

actions you are wanting to take within the Views, Tasks, or Settings you have 

access to in any of your modules.  

 

 


