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Only Managers have access to set up User 
Profiles. To set up a new user, Go to 
Account Info > Users > Add User.

Enter the information for the new user. Only those 
fields with an * are required. Enter the username 
and password (twice). When setting up the user, 
they can be required to get Manager’s approval for 
orders over a specific dollar amount. Select the 
role and move it to the selected box on the right. 
The role selected will determine their access and 
functionality in the catalog. Each role is listed with 
their rights under WEI University. Available users 
and their rights can be customized by location.
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Managers also have access to view and edit all users for that particular location. Go to Account 
Info > Users > Manage Users to view and edit passwords, edit accounts or disable accounts.


