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Create / Manage Users 
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Create a new user by selecting 
from one of these buttons. 

Search for a user profile using 
the fields on the left. The found 
users will appear in the box on 
the right.

From this screen you may view 
a users information, modify 
their Purchasing Manager 
profile or delete the user.
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A If your business does not 
have a Purchasing Manager 
account set up yet, the first 
step will be to set up yourself 
as the Administrator. You will 
only see the option to set up 
an Administrator (yourself) at 
first. You can go back to this 
screen to create Approvers, 
Requestors and more 
Administrators.

From this screen, you can create 
new Administrators, Approvers, 
Requestors, or view, delete or 
modify any existing users.

Create Purchasing Manager Account



View User Information 
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View user details.

View all authorized billing 
addresses assigned to user.

View all Approval Groups this 
user is a member of.
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All Ordering Rules will appear 
here. If you have just made 
a change to your ordering 
rules (or approval groups) for 
this user, you will see a green 
checkmark.

Any requestors that are routed 
through one of this user’s 
approval group will appear 
below. To change the approval 
group a requestor is routed 
through, click ‘Ordering Rules’.

From this screen, you can create 
new Administrators, Approvers, 
Requestors, or view, delete or 
modify any existing users.
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Creating New User (not registered on Quill.com) - Profile Setup
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C ‘Clear’ will reset all fields to 
blank. ‘Previous’ will go back 
to the previous screen. ‘Next’ 
will take you to the next step in 
creating a new user.

If the user is not registered, 
you will select ‘No’ and be 
prompted to complete the 
fields below. 

If you’ve started completing 
the fields and decide to change 
the user from an approver to 
requestor, you can still make 
that change from this drop 
down.

When creating a new approver, 
you will see a required field 
for Approval Group. This will 
place this approver into one or 
more new or existing approver 
group(s). Any approver group 
can consist of a minimum of 
one person but with as many 
members as you’d like. This 
allows you to assign multiple 
people to approve purchases 
to expedite the approval 
process.

Note: When creating a new 
Requestor, you will not be able 
to add them to an Approver 
Group as they will not be 
approving any orders. 
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Creating New User (registered on Quill.com) - Profile Setup
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If the new user is already 
registered on Quill.com, you will 
select ‘Yes’ when answering 
if they are currently registered 
on Quill.com, and then search 
from a list of usernames 
associated with your company 
account number.

Note: In order to find a  
Quill.com registered user, the 
user must have an address 
that is associated with your 
company.

You will not be able to 
modify any of the user 
information except for their 
Role (Administrator, Approver 
or Requestor.) If they are an 
Approver, you will be able to 
modify the approval group(s) 
they are assigned to.
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Creating New User - Assign Authorized Ship-To Locations 
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C Click ‘Previous’ to go back a 
screen or ‘Next’ to move on to 
the next step in creating a new 
Approver or Requestor.

Select this button to create a 
new address.

Addresses associated with 
your company from previous 
interactions will appear on the 
left. You may select individual 
or select all address to add 
them to the right column as 
authorized ship-to addresses 
for your new Approver or 
Requestor.

Click ‘Assign Default’ to set 
one of the selected addresses 
as the default.B
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Creating New User - Define Administration Roles and Requesting Rules

New User Setup Confirmation
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You may assign rules on 
this screen or at a later 
time through the Manage 
Rules section. By default, 
all new Approvers will not 
require approval and all 
new Requestors will require 
approval.

If the new user requires 
approval, you will be required 
to select an approval group to 
route the requests through.

When you’ve made all of your 
selections, click ‘Submit’ and 
this new user will be created.

Instructions regarding what 
happens next will appear 
and you can then return to 
the ‘Manage Users’ screen 
to create more approvers or 
requestors if you’d like.
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Modify Approver/Requestor 
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You will be allowed to change 
the user’s role, which approval 
group(s) they are a member 
of, their authorized ship-to and 
bill-to addresses, their ability to 
access reports, their requesting 
rules and the approval group 
their orders will be routed 
through. 

Click ‘Save and Continue’ to 
when you are done making 
role and approval group 
modifications. Your changes 
will be saved, however you 
will have the option to make 
changes to the ship-to 
addresses, followed by the 
bill-to addresses, and report 
access and rules.

You will not be allowed to edit 
the user’s profile information 
such as password, email 
and phone number. Only the 
user themself can modify that 
information.

B

C

Click ‘Modify’ on the Manage 
Users screen to edit a user’s 
profile.
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