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Creating a new login and password 
1. Log in as super user 

 

2. Go to My Profile and click on My Profile 
 

 
 

3. Under Manage Users, select the option Add New Users 

 

 
 

 

4. Now you can enter the information required to add a new account. Please 

refer to the instructions and screenshots below: 

 

Create Your Login and Password: 

 

 You can create your own password. It needs to contain between six and 10 

characters. The new user can reset the password after logging in. 
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User information: 

 

Please send me Order Confirmation emails. ���� We advise to leave this 

option checked. 

Please send me emails for Orders Pending my approval. ���� Only 

applies if you work with permission profiles. 

Yes, please send me exclusive discounts and special offers available 

only to Office Depot's Email customers. ���� If you check this, Office 

Depot will regularly send you offers by email. 
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Payment Information: 
 

For delivery addresses you have the following options: 

User can assign shipping addresses ���� The user can choose from the 

addresses linked to this customer code. 

Use default shipping addresses ���� The user can only choose from 1 or more 

addresses assigned to him/her. 

Assign shipping addresses ���� The person placing the order has only 1 

delivery address assigned to him/her. 

 

Purchase Order No. And/or Cost Center: 

To assign an existing purchase order no. and/or cost center, click “view list”. 

Click “create” if you wish to make a new one. 

 

You have the following options: 

Assign different ���� the user is assigned one particular purchase order no. or 

cost center. He/she can only place orders for this cost center. 

User can assign ���� the user can select any one of the purchase order no. and 

cost centers linked to the customer code. 

Use default ����  one or more purchase order no. and cost centers can be 

assigned to a user. He/she can pick one of these. 

Add, edit and select any ���� the user can select any of the purchase order no. 

and cost centers linked to the customer code. 

 

Orders: 

Query only their placed orders  ���� the user can only view his or her orders. 

Query all orders ���� the user can view any orders linked to the customer code.  

 

The sections under User Permissions and User Group Information are 

optional. 

 

With everything filled out, the form will look like the screenshot below. 
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When you click on CREATE ACCOUNT, you will be taken to the following 

screen. 
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If the user is allowed to select multiple delivery addresses and/or cost centers, 

you can add those here. 
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In the following screen you can specify the other delivery addresses. 

 

 
 

By adding Cost Centers to the list you will be shown the complete list. 

 

Check the addresses you want to assign and add them to the list. You can edit 

the list. 

Click on CREATE ACCOUNT when you are finished. 

 

The account will be activated immediately. 

 


