AN EMPLOYEE OWNED COMPANY

CUSTOMER USER ADMIN MODULE #7

This document outlines the process of inviting new users to Lumbermen’s GO and assigning
appropriate access permissions.
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Responsibilities
User Admins are responsible for ensuring that new users are invited with the correct access

levels and permissions. The User Admin has access to the following:

e List of users from the User Admin’s company.
e Update User Names

e Update Email Addresses

e Reactivate Disabled Users

e Ability to assign a Retail Logo

Accessing the Manage User Screen
1) Ensure that you have User Admin privileges. If you do not, contact your Lumbermen’s

representative to request access.
2) Click on your username in the top right corner of the screen.

3) Select “Manage Users” from the dropdown menu.

o
(=]

GO_LGOD User

Profile

My Lists

Manage Password
Upload Logo

Sign Out
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Entering User Information

1) Once in the Manage Users screen, click on “+ Invite User” to set up a new user on

Lumbermen’s GO.

+ Invite User

2) Fill in the required details:
a. Full Name: Enter the new user’s full name.
b. Email: Provide the email address for the new user.

c. User ID: Create a unique User ID that they will use to log in.

Invite User X

Full Name User Email
Larry Lumbermen K] llumbermen@lumbermens-inc.com I

Restricted Characters: #!@ '+ | | ,:%~{

User ID

llumbermen N

Restricted Characters: #!@ '+ | | 1%~ {

Assigning Access Permissions

3) Select the appropriate site access level for the user.

Site Access

View Product Inventory View Order History

Use Shopping Cart View Invoices (Requires Order Access)
Access Billing Portal View Credit Memos (Requires Order Access)
View and Manage Quotes
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4) Assign Branch and Ship-To Access:
a. Choose the branches and ship-to locations the user can access.

i. Branch = Lumbermen’s division that you are ordering materials from. The
materials displayed on Lumbermen’s GO will differ based on which
branch is selected

ii. Ship-To = Customer’s location placing the order

b. Set the default branch and ship-to location by selecting the corresponding radio

buttons.

Branch Access and Sign In Default

Denied Granted
Available Branches Default
Q_ search for Available Branches © BM Grand Rapids
SP Grand Rapids -+

Customer Access and Sign In Default

Denied Granted

Available Ship-to's Default

Q Search for Available Ship-to's A LUMBERMEN'S GO TEST
A  LUMBERMEN'S GO TEST ob © LGO SHIPTO #1
Lumbermen's GO Testing #1, , ,

LGO SHIPTO #2
Lumbermen's GO Testing #2,, ,

+

Sending the Invitation

1) Once all details are confirmed, click “Invite User”.

2) The user will receive an automated email containing:
a. Alink to the site
b. Their User ID
c. Atemporary password to log in for the first time

3) Ensure new users successfully log in and update their passwords upon first access.
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Manage Users

1) With in the Manage Users screen, the User Admin has access to a list of all users from

their default location

Manage Users

Q_ search

+ Invite User

O B S N

09/15/2025

04/059/2026

05/15/2026

03/25/2025

Lumbermens-Logo-202...

Active

Active

Active

Active

Re-Activate

Re-Activate

Re-Activate

Re-Activate

2) The User Admin has access to update the User Name of any user.
a. Click on the user name and editable text field will appear.

Manage Users

Q_ search

Larry Lumbermen| A

- - - - - - =g

09/15/2025

04/09/2026

05/15/2026

03/25/2025

Lumbermens-Logo-202...

+ Invite User

Active

Active

Active

Active

3) The User Admin has access to update the Email Address of any user.
a. Click on the email address and editable text field will appear.

Manage Users

Q_ search

+ Invite User

e
larrylumbermeni@lumbd | 05/22/2026

04/09/2026

05/15/2026

03/25/2025

Lumbermens-Logo-202...

Active

Active

Active

Active
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4) The User Admin has access to Re-Activate disabled users.
a. Simply click “Re-Activate”

Manage Users

Q_ search + Invite User
Em e FHEHASEIES festEdied e m

05/22/2026 Active

- - - - - - =g - 04/09/2026 Active

- ey - 05/15/2026 Lumbermens-Logo-202...  Active

- - - - - - =g - 03/25/2025 Active

Re-Activate

5) The User Admin has the ability to assign a Retail Logo to users
a. Select the users you would like to assign a Retail Logo to.

Manage Users

Q_ search + Invite User
User ID ¥ Email Address Last Edited Retail Logo m

05/22/2026 Active

- - - - =y - 04/09/2026 Active
> =g - 05/15/2026 Lumbermens-Loge-202...  Active

- - - - -y - 03/25/2025 Active

b. Scroll down to the bottom of the list and click on “Apply Retail Logos”

Re-Activate

Re-Activate

I Apply Retail Logos I I Deactivate Users I

c. Click on “Upload your file,” and select the desired logo to be assigned to be
added to the users

Upload Logo for 3 users X

File Requirements
Appears on retail quote forms
® File extension is JPG and PNG
& ® File size of 10MB or less
Upload your file

=T
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