
 
 

Internet Roaming Administration Guide for User Account Management 

Introduction 

The Internet roaming guideline is designed to help administrator (s) manage their user accounts in their 

company.  In the Pacnet Insight Portal (http://www.pacnet.com/my-account), the administrator can 

create / delete user accounts, change passwords for their users. 

User Account Management 

After login to the Pacnet Insight Portal, you can find “User Account Management” interface under 

Services – Internet Roaming 

 



 
 

 

On the interface, you can perform the following: 

1. Search for – To quickly search for user accounts 

2. New Entry – To add new user accounts 

3. Show All – To show all user accounts 

4. Create Users From CSV File – To add / update user accounts by using a CSV file 

5. User Support Document – Shows vital support documents include Internet Roaming Admin 

Guide for user Account Management, Internet Roaming User Installation Guide and FAQ, 

Internet Roaming User System Requirement, and Internet Roaming Software Download. 

 

A) Create New User Account(s) 

1. New Entry 

 

 

Under ‘New Entry’, you can input the User Name and Password for your user.  You don’t need to 

input the domain name of the service as it will attach by default. 

 

After you create a new user, you should click “OK” to confirm 



 
 

 

You can then see the time the user account was created / updated and the Admin account it 

was created from. 

 

 

2) Create Users From CSV File 

Step 1. Download the CSV template file 



 
 

 

 

Step 2. Open the CSV template file and input the usernames and passwords.  There are 

examples on the template.  You can remove the examples and input your information. 

 

 

 

Please input the usernames in Column A and passwords in Column B 

 

 

Step 3. After the CSV file is created, you should first save the file and then upload the file onto 

the system. 

 



 
 

Uploading a CSV can achieve the following 2 options: 

a) Insert New / Modify user accounts, override duplicate record. 

For you to insert new user accounts or modify existing user accounts.  The information in the 

CSV file will override any duplicate records. 

b) Insert new user accounts, NOT to override duplicate records. 

It is to insert new user accounts.  In case any duplicate records in the CSV file, they will not be 

modified. 

 

To upload the file, please click on the ‘Browse…’ and select the CSV file you have just created 

and then click the ‘upload’ button. 

 

 

 

You will see a message indicating that the accounts are updated.  Please pay attention to the 

number of accounts updated on the systems.  In some situations, some of the accounts will not 

be updated. 

 

The following scenario may prevent account updates: 

- You wan to modify existing account but you have selected ‘Insert new user accounts, NOT to 

override duplicate records.’ 

- You want to modify insert new user accounts but some accounts already exist on the system. 

- The domain of a user account is not correct preventing the update of all user information on 

the CSV 

 



 
 

 

 

You can see the new users created 

 

 

 

B) Change Password 

To change a users password, you can Search the user accounts or Show All to select the user 

account. 



 
 

 

 

Click ‘Edit’ Input the new password of the user and then click ‘Update’. 

 

 

Remember to click ‘OK’ to confirm 

If you want to update passwords for multiple user accounts, you can use a CSV file. 

 

C) Remove User Accounts 

To remove user accounts select ‘Edit’ for the account you want to remove.  Click on the ‘Delete 

button and then click “OK” to confirm 

 

 



 
 

 

Or you can remove all users by “Remove all Accounts” feature 

 

 

 

Click “OK” to confirm the action 

 

 

 

 

 

 

 

 



 
 

 

Appendix 

A) FAQ 

Q1. What do I do if I uploaded a CSV with a user account that used a wrong domain? 

Ans: The whole file will not be updated on the system, please verify your accounts again 

  


