
Managing Users
A quick guide on creating and managing users within your organization.

How to Create a New User01

In order to create a new user, you must be a User Admin.
After logging in, click My Dashboard.

Click My Organization.
Click Users tab.
Click Create New User.



Complete all required information fields (indicated with an asterisk*). This
includes: Title, Name, Email, Phone, User Name & Password. 

Scroll down to Setting & Preferences. 
Click the check box next to the desired settings. 

Scroll down to Roles & Rights. 
Click the toggle switch next to the desired role and access levels.
Hover over the information icon for an explanation of each setting. 
Click Next.



Select locations the user can access. 
At least one location must be selected. 
Click Next.

Select catalogs the user can access. 
At least one catalog must be selected. 
Click Finish.

A User Profile Created message will populate. 



How to Edit & Manage Users02

Click My Dashboard.

Click My Organization.
Click Users tab.
Find user’s name, then click View User Profile..

To edit User Information, click Edit in the User Information section. 



Make necessary changes.
Click Confirm.

To edit assigned location or catalogs, click Edit and Assign. 

Select/remove desired locations or catalogs, click Confirm to save changes.



To edit Role & Rights click Edit. 

Toggle Permissions/Rescritions on or off, then click Confirm to save changes. 



How to Deactivate a User03

Click My Dashboard.

Click My Organization.
Click Users tab.
Find user’s name, then click View User Profile..

To edit User Information, click Edit in the User Information section. 

Once a user is deactivated they will no longer be able to log in or place orders.  
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