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Logging into the website and Admin Function 

 
Login to the Vendors Online Website 

 
 

 

All User functions are performed through the VOL Admin tab 
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Setting Up a New User 

 
Select User Management 

 
 
 
Click on Register User 
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Enter the User Information 

 If you would like to set up a user as an APAdmin  
o Checking the APAdmin box will allow the user to set up additional user(s) for any 

vendor#  within your company and grant the user access to applications (see 
blue arrow            )  

o Checking the MSCAdmin box will allow the user to set up additional user(s) for 
the selected vendor# and grant the user access to applications (see 
green arrow            )  

 
Click on Insert once the information is entered 
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The system should return “user registration successful” 

 If the system does not return this message either the user name is already taken or the e-
mail address is already in the system. 

 



7 

 

Changing a User’s Application Access 

 
To Change a User’s Application access, select Manage Permissions from the menu 

 
 

 

Select the user name from the drop down menu 

 Select the applications to add or remove by clicking on the box 

 Click on the Change Permissions button 
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The system should return “Permissions are successfully changed” 
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Resetting a Password 
 

Select User Management 

 
 

 
Scroll through the list of names to find the User and select Reset Password 
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The system will respond with “Resetting a user's password will email the user with a  
link where they can choose a new password for their 
account.” 

 Click on the Reset Password send the user a link to reset their password 

 Click on Cancel to cancel the reset 
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Deleting a User 

 

Select User Management 

 
 

 

Scroll through the list of names to find the User to delete and select Remove 
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The system will respond with “Are you sure you want to remove user?” 

 Click on the Remove button to delete the user 

 Click on Cancel to retain the user 
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Setting Up a Manufacturer’s Rep 

 

To grant access to a Manufacturer’s Rep on behalf of your company, select Manage Permissions 
from the menu 

 
Select the Maufacturer’s Rep Agency name from the drop down menu 

 Select the applications to add or remove by clicking on the box 

 Click on the Change Permissions button 

  
 


