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This guide will help you manage your employees’ user accounts and process their orders through the order requisition 
and approval process. The first section will instruct you on how to set-up users so that your employees can log in to 
purchase their uniform. The last section will walk you through approving your employees’ orders. 

Step 1: User Administration 
 
To add or manage users on your eStore:  
 

• Sign into your account 
 

• Navigate to the MY ACCOUNT at top of the screen 
 

• Visit the USER ADMINISTRATION page 
 
NOTE: This page can also be used to make edits 
to existing user accounts that are tied to your 
eStore. (Once a user is created, you can re-visit 
this page to make changes by selecting the 
existing username in the USER ADMINISTRATION 
page.)  
 

• Select CREATE NEW USER 
 

• Fill out the appropriate fields: username, name, and 
email address 
 
NOTE: You are required to assign your employee 
to an approver to ensure that their order 
requisition will be submitted to that approver so 
that the approve may place the order on the 
employee’s behalf. 
 

• Select the Buyer1 User Role for employees that must 
submit their requisition for approval. 
 

• Assign an Approver. Select a User who has a User 
Role of Buyer3 and/or Administrator so that they may 
review and approve requisitions and submit orders on 
behalf of the Buyer1 User.  
 
NOTE: Only users with the Administrator or Buyer3 User Role may place orders at Checkout. 
 

• Select SAVE to return to the USER ADMINISTRATION page 
 

• Optional: To deactivate an existing user, uncheck the Active checkbox to prohibit the user’s access to the 
account so that they will no longer be able to log in and place requisitions or orders   

 
 
 
 
 
After the username has been created, your employees can now submit requestions for approval. Follow the steps on the 
next page to approve requistions. 
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Step 2: Order Approval 
 
Users with the Administrator or Buyer3 roles that have be assigned to approve a Buyer1 user’s requisition will receive an 
Order Approval Notification email with details on any order that is awaiting their approval. The email will be sent after the 
user with the Buyer1 role completes their ordering process. 
 
For an Approver to process a 
Buyer1 requestion: 
 

• Navigate to ORDER 
APPROVAL within the My 
Account section. 
 

• Select the Order # that is 
awaiting your approval 

 
• Complete the similar steps 

as you would if you were 
placing your own order, 
including reviewing/editing 
the cart, shipping method 
and fees, and adding any 
desired Purchase Order number or reference 
 

• Select PLACE ORDER when you are ready to submit your employee’s order 
 

The final order number will now be assigned, and the Approver will receive an order confirmation email. 
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