
How to Change User Passwords 
 

Step 1  Login with the current user administrator’s Login 
ID and Password. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 2  Click on the Seller Administrator Button in the top 
right hand corner of the screen. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 3 Click on the Maintain Users On This Account 
Button 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 4  Click on the highlighted button under the Login ID 
column for the user whose password you are 
changing. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 5 Input the new password into the box that says New 
Password and also the box that says Confirm 
Password. Click on Save and Exit to finish. 

 

 
 
 


