
User account management

Creation/management of the accounts
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CREATION/MANAGEMENT OF THE USERS ACCOUNT

 From your account menu (round icon at the top right of the home 

screen), click on Settings, then on users

Only the account administrator of the 
company have the right to creat/modify the 
users

 The creation is in two steps
1. Creation of a role to which you attribute

permissions

2. Creation of a user to link to the the good role

❶

❷

❸
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CREATION/MANAGEMENT OF THE ROLES

 Select the tab “Manage rôle“ :

1) Click on the button "+"

2) Fill the field Name: titled of the role (for 

example : Key-User, Sales administration, 

Logistic)

It is possible to add a description to the 

name of the role

3) Select the permissions that will be link to 

this role( refer to the next slide to know 

which role link )

4) Click on " Save " at the end of each role 

creation

1

2

3

There are several access pages of permissions, 

if you can't find the right access rights, check 

that they are not on another page

4
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SUMMARY

Roles Permissions

Order Confirmation / ASN

▪ Outbox access

▪ Inbox and Order Access

▪ Transaction configuration

▪ Purchase Order Report Administration

▪ Good Receip Report Administration

Invoice Status Visibility
▪ Outbox access

▪ Invoices Report Administration
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 Bien sélectionner l’onglet “Gérer les utilisateurs“ :

1) Click on the button "+"

2) Fill the users information :

▪ Username: Use the Email of the user

▪ Email Address: Email of the user

▪ First Name

▪ Last Name

▪ Office Phone

3) Tick the role previously created to link to the 

user

4) Click on “Done“ to save the information

CREATION/MANAGEMENT OF THE USERS

1

2

3

4

Users will then need to fill in their information from the account settings



User account management

Account configuration
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ACCOUNT CONFIGURATION

 At the first login, each user must fill in their information in the account settings

 Click on your initials [1] and then on "My Account" [2]

2

1
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ACCOUNT CONFIGURATION

 Fill in the requested information and click on "Save" [1] to complete the entry.

1

It is imperative to fill in the "contact 
information" when logging in for the first time
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