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Web Link Help File:
Edit Registered Users

Abstract

» This help file will illustrate how to edit registered website users

Procedure

1. Navigate to "User Management” and then select “Edit User” from the drop down menu.

Str your seremere ]
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10028 NW 57th Place
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info@weblinkcorp.com
sales@weblinkcorp.com
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Customer Account Management

2. Multiple user definable field search boxes on the “User Search to Edit” page can be used to

nou

search for the user to be edited. Administrator can search by “Customer number”, "User

Name”, “"First Name”, “Last Name”, “Email Address” or in combination for more specific results.
If all fields are left blank then all registered users will be provided on the resulting list.



User Search to Edit

Customers “

Uzer Mame |

Last Mame |

|
|
First Name | |
|
|

Email Address |

3. After the search criteria is entered click on the “Search” button to conduct the search. The
resulting screen shows one or more users displayed in an informational table.

User Search to Edit

Customer® |D&fau|t

User Mame |

Last Name |

|
|
First Name | |
|
|

Email Al:ll:lress|

# Search Cancel

Account# User Name Email Address
webLink 12/13/2005
DEFAULT |Anocnymous Anonymous | Ancnymeus | support@weblinkcorp.com c . 12:00:00 Select m
orporation M _—
DEFAULT |System System User support@weblinkcorp.com IR < :?;Sf%gfﬁ Select m
= " Corporation AM. ' B
- 12/12/2005
. WebLink
DEFAULT |Dealer Sample Customer |test123@weblinkcorp.com Corparation :\%1.00.00 Select m

4. Clicking on the "Account#" for a user will open a pop up window that provides general
information about the user selected. This information cannot be edited from this window.

Account# User Name Email Address
WebLink 12/12/2005

DEFAULT |Anocnymous Anonymous | Anocnymeus | support@weblinkcerp.com c . 12:00:00 |Select w
orporation M _—
WebLink 12f12/2005

DEFAULT |System System User support@weblinkcorp.com Co . 12:00:00 |Select w

rporation M _

WebLink 12/12/2005

DEFAULT |Dealer Sample Customer |test123@weblinkcorp.com c . 12:00:00 |Select w
orporation M _—




5.

6.

User Details

General Details

Login: Dealer

Customer#: DEFAULT

Name: Sample Customer

Email: test123@weblinkcorp.com
‘Website: http:/ fwww.weblinkcorp.com

Contact Details

Address: WebLink Corporation
Paramount Blvd

City: Pompano Zip Code: 33069
State: California Country: UNITED STATES
Phone: 818-555-5555 FAX: 8185555555

| Close window |

Click on the "Select” link in the “Select to Edit” column for the user that is to be edited. The
"Edit User” page will load. This page allows the administrator to reset the password, assign a
security plan, and update personal information for the user selected.

Account# User Name Email Address
WebLink 12/12/2005
DEFAULT |Anonymous Anonymous [ Anonymous | support@weblinkcorp.com c - 12:00:00 |Select w
orporation M
_ WebLink 12/12/2005
DEFAULT |System System User support@weblinkcorp.com : 12:00:00 |Select w
Corporation aM
: weblink | 12/12/2005
DEFAULT |Dealer Sample Customer |[test123@weblinkcorp.com c - 12:00:00 |Select w
orporation M x

In the Login Info section, click on the “Reset Password” link to change the password for the
user. A pop up window will open that contains fields to enter and confirm the new password.
Click on the “"Change” button to save changes or the “Cancel” button to close the window
without saving changes made.

Edit User

Items in Bold are required fields.
Account Type

MNew Account - Non Wholesale

Do you have an existing account?

Login Info
User Name/Email Address Dealer
Password o

Reset Password

L3

Change Password

Newpassword [ ]
S —
Password

[Cancel |




7. The "Personal Information” section of the page allows the administrator to select one of several
“Security Plans”. Click the appropriate radio button to select the plan desired for the user. The
field boxes below the security plans can be used to enter information about the user that may
need to be updated.

Personal Information
Security Plan
) General ) customer User ©) Customer Office ©) Shipping Manager (@] Graphics Team
@ customeradmin
First Name |Sample | Last Name |Cu5tu-mer |
Address |WebLir1I-c Corporation | City |Pompana |
Country [UNITED STATES =]
State [ califarnia [=]
Zip Code |33069 | Email Address |test123@weblinl-cc:u-rp.cu|
Confirm Email | |
Address
Email address used for promotional emails,
order confirmations and status notifications onfy
Phone [s18-555-5555 | Fax [s185555555 |
HHH KKK -HXHK HXH-HHH-KHHK
Website Url [www.weblinkcorp.com |

8. The "Other Information” section of the Edit User page contains a “Shipping Preference” link.
This option has been disabled. Shipping preferences are assigned at the customer level and are
managed from the Inventory Settings section of the Customer Edit page. (Please see our Add a
New Customer Account support document for more information). The License Information
section of the page provides the total number of user licenses available for the account
(Allotted) as well as how many users can still be added to the account (Remaining). Click on the
“Submit” button at the bottom of the page to save all changes made on the Edit User page or
the “Clear” button to discard all changes made.

Other Information

Shipping Preference Shipping Preference

License Information
Allotted Licenses: 99999

Remaining Licenses : 9959385

2 Submit B Clear



http://www.weblinkcorp.com/

