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1) Account Balance

Click the blue highlighted text 
for further information

xxx/xxx

2) Order Status

Click the blue highlighted text 
for further information



You can set up new employees/users (sse below)
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3) Manage My Users 

4) Add a New User

New Guest ID will display here once the below form is complete

Input new users name here

Click drop-down arrow, choose either CUSTOMER or SHIPTO
(CUSTOMER can view account balance and order status)
(SHIPTO can view order status only)

Input new users password here

Input new users email address here (optional)

Submit or Cancel entry - Hit Submit to generate new Guest ID 

Click here to add users to your account



Use this screen to change
your current password
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5) My Profi le 
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