How to Change/Add User Administrators

Step 1 Log In with the current user administrator’s Login
ID and Password.
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Step 2 Click on the Seller Administrator Button in the top

right hand corner of the screen.
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Step 3 Click on the Maintain Users On This Account

Button
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Step 4 Click on the Add User Button
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Step 5 Fill out all of the information that is provided. Make
sure you check both the Seller and Seller
/Administrator boxes. This will allow you to login

using the new user’s login and password. The new
user’s name will not be displayed as a recipient
under the current business’ address. (If you want to
change this, you must either add a new address or
change the current name on the address by editing
the contact on the old address.) After you are done
filling out the information, click on the Save and
Exit button and you are finished.
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