Quick Instructions:

Manage/
Approve Users

Welcome to School Specialty Online! Below are some instructions to help only
Administrators manage and approve users. If you are not an administrator, please do
not refer to the instructions below.

Login:
¢ Visit select.schoolspecialty.com.

» Under Account Sign In enter your Username and Password, click SIGN IN

Access Your Users:
« Click on My Dashboard
e Click on Users
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* Your list of active users will display:
« Search for users by name or locations

» Click any user's name to view user’s details, Account, available Shipping Locations,

Roles, Permissions/Restrictions, Groups, and more

Access Your Users: (continued)

-

Add a New User:

» Click ADD NEW USER(S)

» Choose the Account Location for your user by clicking Account Search. Choose your
location and click CONFIRM. Note: Your user’'s Approval Workflow is linked to the user’s
Account Location

« Click Select shipping address to choose your user’s available and default shipping address

« Fill in the appropriate/needed information for the user including required fields, Roles,
Permissions/Restrictions, and Groups

« Click the Information Icon for information regarding these options

« Click ADD USER
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Add a New User:s (continued)

>

NOTE: At select.schoolspecialty.com your school or district users can click Request
Access and then FIND YOUR ORGANIZATION to find their school, complete their personal
information, and request an online ordering account. Once the request is submitted, an
email will be auto-sent to all school and district website Administrators. The administrators
will have the option to accept and configure roles and permissions/restrictions or reject the
request. An email will be auto-sent to the requestor notifying them of the response
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Editing a User:
» Click a user's name to edit information and settings for an individual user. Click SAVE
CHANGES to complete

« Click the ACTIONS button on the Users page to reveal more options

+ CONFIGURE PERMISSIONS/RESTRICTIONS: Use this option to assign or unassign user
permissions and restrictions for multiple users or all users at one time

» DELETE USER(S): Select users by checkbox and click DELETE USER(S) to delete
« DOWNLOAD LIST: This will download a list of all user information to an excel spreadsheet

oD

Questions? Call our Toll Free Online Support Department at 800-513-2465 ext 2
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