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Vendor QRG 1.05: User Management

User Management 
Note: The Primary Contact must be the person who will also access the financial payment system. 

Add a User 

Note: Primary Billing Address is used for Billing and Legal purposes.  This is the only address that may be added. 

Steps Examples 

Log into GateKeeper Vendor  

https://yvr.gtcvms.com/GSIVendor

Under “Manage” select Add User 

https://yvr.gtcvms.com/GSIVendor
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Enter in User Name and e-mail address. 

Note: User Name may not contain spaces. Suggested User Name would be 

Last name of contact with first initial – e.g. snowb 

Select Add User. 

A message will be sent to the user with login instructions. 

Click on the link provided in the email.  Enter the same password in both New 

Password and Confirm New Password.  

Select Change Password. 

Select Login 



Vendor QRG 1.05: User Management 
 

3 
Published Date: January 9, 2024 

Change Password 
Steps Examples 

Log into GateKeeper Vendor  

https://yvr.gtcvms.com/GSIVendor

Under “Manage” select Change Password 

Enter in existing password and new password twice. 

Select Change Password. 

https://yvr.gtcvms.com/GSIVendor
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Change E-mail Address 
Steps Examples 

Log into GateKeeper Vendor  

https://yvr.gtcvms.com/GSIVendor

Under “Manage” select User Management 

Select Change Email for user to edit. 

Enter the new information and select Save. 

https://yvr.gtcvms.com/GSIVendor
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Remove User 

Steps Examples 

Log into GateKeeper Vendor  

https://yvr.gtcvms.com/GSIVendor

Under “Manage” select User Management 

Select Delete for user to remove 

Click OK 

https://yvr.gtcvms.com/GSIVendor
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Unlock User 
If a user has been unsuccessful logging in multiple times, the user will be locked out. “Unlock User” is used to reset the user. The unlocked 
user can then use “Forgot Password” to get a temporary link that will allow them to create a new password. 

Steps Examples 

Log into GateKeeper Vendor  

https://yvr.gtcvms.com/GSIVendor

Under “Manage” select User Management 

If there is a check mark in the “Locked Out” column, select Unlock User. 
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