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Account Navigation
Account Settings

Click on your initials in the top right 
corner of your home screen.



The place where you can edit your 
personal information; username, 

email, password, address, language

This option will allow you to Link your 
user account to another user account, 
for easy access to both account. (this 

does not link account information, 
documents or customers)

You can see who your Account 
Administrator is

Switch or create a test account to test 
document flow

Your account’s ANID number

View company addresses and other 
business information

View subscription fees billed to your 
account. Documents transacted with 
Amtrak on an Enterprise account are 

covered by Amtrak

Where all account configuration is 
available for you to edit



View Customers connected to your 
account

Manage User and User Roles

Configure Account Notifications

Manage parent and child accounts

Configure purchase order routing

Configure invoice routing

View/manage remittances addresses
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Account Navigation
Customer Relationships The customer relationships page will 

show you the customers who you have 
an Active Trading Relationship with.

If you have your settings to manually 
review all relationships, you can 

review them by clicking on Pending
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Account Navigation
Creating a Role Every sub user added to the account 

needs a Role assigned to them. A role 
depicts what that sub user will be 

allowed to do inside of the account. 

Make sure you are on the Manage 
Roles page

Click the + to add a new role 

Here you can see the Roles created. By 
default, the administrator has their 

own role. 
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Creating a Role

A name for your role is required

Browse through the list of 
permissions. Any use assigned to this 

role, will have the checked 
permissions available for them

Click Save when finished
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Creating a Role

You are brought back to the Manage 
Roles page. You can see the role we’ve 

added.
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Creating a User

To add a user, click on the Manager 
Users tab/



Account Navigation
Creating a User

Here, you can see the users in your 
account. By default, the administrator 

is already added

Click the + button to add a new user.
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Creating a User

A username, email address and 
first/last name is required. A 

username does not have to be a real 
email address. It just has to look like 

one

Assign a role to your user

Decide if you want this user to have 
access to all customer’s in the account, 

or select customers. 

Click done when finished. 



Account Navigation
Creating a User

We are taken back to the manage 
users page. We can see the user we’ve 

added. 



Account Navigation
Electronic Order Routing



Account Navigation
Electronic Order Routing The electronic order routing page 

allows us to configure where new 
purchase orders are sent to. 

You can add up to 5 email addresses in 
this box. You are also able to add a 

distribution list.

The routing method configures how 
notifications are sent. Please keep at 
email if integration is not configured
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Electronic Invoice Routing

The electronic invoice routing page 
allows us to configure how we send 

our invoices, and our invoice 
notifications.

The routing method will default to 
Online and will stay at online unless 

you decide to integrate. 

In the notifications section, you can 
configure what email you want invoice 

notifications to go to.





Thank you.
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