
 

 

 

 

 

Ultriva 7.6 and Higher 

Adding a Supplier User 

Reference Guide 

 

 

 

 



Copyright Ultriva Inc. 2014. All rights reserved  Page 1 
 

Table of Contents 

(Click to follow link) 

  
Adding a Supplier User .................................................................................................................... 2 

 

 

 

 

 

 

 

 

 



Copyright Ultriva Inc. 2014. All rights reserved  Page 2 
 

Adding a Supplier User 

 

To navigate to “Adding a Supplier User”, click on “Admin”. 

 
 

Click on “User” 

 
 

Click on the “Add” button 

 
 

Personal Information 

 

Important – A RED ASTERISK (*) means that information is required for that field. 

 

Personal Information – Enter all of the user’s “Personal Information”. Click on the drop 

down arrows and select the “Locale” (language) and the “Time Zone” where the user is 

located. 
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Account Information 
 

Enter a “User ID” 

 

 
 

Click on the drop down arrow in the “Account Type” field. 

 

 
 

Select the “Account Type” for the user to be assigned to. 

Quick Tip – When selecting the “Account Type”, select the role for which the user is 

responsible for as the level of privledges changes with each role. Example: “Supplier 

Administrator” has the most privledges while the “Supplier User” has less but enough to 

complete his/her job responsibilities. 

 

 
 

The selection appears. 
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Password Information 

 

Quick Tip – Every 90 days, the password will expire. 

 

 

Enter a password in the “Password” field. Enter the password again in the “Confirm 

Password” field. 

 

Select an option: “User must change password at next log in” or “Password never expires”. 

Click on the “Save” button 

 

 
 

The User has been added successfully 

 

 
 

 

 

 


