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Quick Reference Guide 
 

Role capabilities 
Role Key Capabilities 

PFM Supervisor 
User management, vendor management, 
dashboard access 

Vendor Supervisor User management, dashboard access 
(PFM/Vendor) Technician  Touchstone Mobile downloads only 

 

Role Permissions Summary 

Feature 
PFM 
Supervisor 

Vendor 
Supervisor 

Technician 
(PFM/Vendor) 

User Dashboard YES YES NO 
Add/Edit Users YES YES NO 
Manage Vendors YES NO NO 
Download Touchstone YES YES YES 
Help YES YES YES 

 

Signing In 

1. Enter the short code and select "Continue" 
2. Confirm company access and select "Get access" 
3. Choose your login method:  

o Email: Enter credentials → Request & enter 2FA code → Continue to 
dashboard 

o PFM SSO: Follow standard SSO login procedure 
o Microsoft SSO: Follow standard Microsoft login procedure 

 
 

Dashboard Navigation 

• Expand/Collapse menu using sidebar toggle 
• Search for users by name or email 
• Filter by status (Active/Pending/Inactive) 
• Filter by vendor (PFM Supervisor only) 
• Navigate using pagination controls 
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User Management 

Adding New Users 

1. Select "Add New User" 
2. Complete required fields (vendor field available to PFM Supervisor only) 
3. Submit to generate invitation link (except for PFM Technician role)  

o For PFM Technicians: Must select authorized internal vendor 

Managing Existing Users 

• Edit: Update details for Active/Pending users 
• Disable: Remove access for Active/Pending users (prompts warning) 
• Reinvite: Generate new invitation link for Pending users 
• Enable: Restore access for Inactive users 

User Invitation Process 

1. User receives invitation link 
2. User requests verification code 
3. User enters verification code 
4. User selects sign-up method and completes registration 

Touchstone Download 

• Available to all roles through the download page 

Help documents 

• Available to all roles through the help page 
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Appendix 
 

Feature Role Matrix 

Task/Feature Description 
PFM 

Supervisor 
Vendor 
Supervisor 

Technician  
(PFM/Vendor) 

User 
Management         

Add User 
Create a new user, assign roles, 
permissions, vendor and site. YES YES NO 

Edit User 
Modify existing user account details 
(name, contact info, role, etc.). YES YES NO 

Disable User 
Revoke access to the system for an 
existing user. YES YES NO 

Enable User 
Enable access to the system for an 
existing user. YES YES NO 

Reinvite User 
Generate new invitation link for a 
pending user. YES YES NO 

Dashboard         

View User 
Dashboard 

Access dashboard with list of user 
details and status. YES YES NO 

Search users Search for users by name or email YES YES NO 

Filter by Vendor 
Filter the user list by the vendor 
they are associated with. YES NO NO 

Filter by Status 
Filter the user list by their account 
status (Active, Pending, Inactive). YES YES NO 

Other         
Download 
Touchstone Links to download Touchstone YES YES YES 

View Help Access help documents YES YES YES 
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Signing in 
Enter the short code and press “Continue”

 
 
Confirm you are accessing the right company and press “Get access”
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Select the login method to use
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Login via PFM SSO 

Login via Email 
Select the email option and fill in the credentials
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Request a 2FA code

 
Enter 2FA code
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Continue to dashboard

 
 
 
  



   

 

 

 11 of 29 

 

Login via Microsoft SSO 
Enter the Microsoft account email address 

 
 
Enter the Microsoft account password 
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Approve sign in using Microsoft authenticator app. 

 
 
Press Yes 

 



   

 

 

 13 of 29 

 

PFM/Vendor Supervisor Dashboard 
Dashboard side menu can be expanded or collapsed
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Search for users by email or name

 
 
Navigate dashboard by pagination rows or page number
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Sort columns by user’s name or status by selecting the up/down arrow next to column 

 
 
Filter dashboard by status (Active, Pending or Inactive)
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Filter dashboard by vendor (PFM Supervisor only)
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Edit existing user 
 
Edit Active/Pending user (vendor field disabled for Vendor Supervisors)
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View mode only for Inactive user. Enable user to edit 
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Disable an Active/Pending user shows warning 

 
 
 
View sites when editing that user cannot access are disabled 
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Reinvite a Pending user to generate a new invitation link 

 
 
Invitation link can be copied or shared 
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Editing yourself, only basic fields enabled 

 
 
Edit PFM Technician only Vendor and Site fields enabled 
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Onboard user 
Add New User (vendor field disabled for Vendor Supervisors) 

 
 
Site is mandatory and multiple sites are allowed 

 
Onboarding a new user generates an invitation link unless role is PFM Technician 
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Add new PFM Technician requires an authorized internal vendor. Error message will 
show if invalid vendor chosen. 
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Accept Invite 
Follow invitation link and request verification code
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Enter verification code

 
 
Once verified, click continue

 



   

 

 

 26 of 29 

 

 
Select which sign up method to use
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Sign up via email – Enter password details. After setting password you will be logged. 
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Download Touchstone 
All users can access the download page

 
 
Technicians can only access the download page
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Help documents 
All user roles can access the help document links if they are available in the VUM 
configuration. 
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