How can I add a new user in eWholesale

This document can help you add a new user into eWholesale, and grant the corresponding access rights in each of your companies.

To benefit most from this document, perform the steps in order.

1. Make sure you have all the necessary information at hand.

You will need the new user’s full name, the name that will be used as the login name, their assigned password, and a list of the task the new user will be performing in eWholesale.

2. Make sure you login into eWholesale as the System User, or the Administrator.

You must login with sufficient rights to create new users and assign user rights. Usually this is achieved by login as the System user that comes in with your eWholesale package.

3. Drill-Down to the User/Group Maintenance program to create the new user.

3a. With your mouse, click the Utilities option from eWholesale’s Menu Bar, or press the ALT and U keys on your keyboard. 

3b. Drill-down to the System Maintenance option from the Utilities menu, or press the “Y” key on your keyboard. 

3c. Continue to drill-down the System Maintenance menu and open the System Configuration and Control option, or press the “A” key on your keyboard. 

3d. Drill-down to the User/Group Maintenance option from the System Configuration and Control menu, or press the “A” key on your keyboard, to open the program.

4. Enter the new user’s Login name within the Login Name field
The Login Name field accepts 8 alphanumeric characters.

5. Use the Tab key or the mouse to move to the Password field.

Enter the password you are assigning to the new user.  The Password field accepts only 8 alphanumeric characters. 

6. Use the Tab key or the mouse to move to the Full Name field.

Enter the user’s full name. The Full Name field accepts 30 alphanumeric characters.

7. Specify if the new user will be an Administrator.

If the new user will be an Administrator, then select Yes within the User Administrator field. If you are creating a new regular user, select No.

8. Select the groups the new user belongs to.

According to the tasks the new user will perform within eWholesale, he/she may belong to more than one User Group. These user groups are commonly created at implementation time, and through these groups that you will grant or deny access to users to the various areas of your system.

To create a User Group, or to grant individual access rights to users, please call eWholesale Support

