
How to add a User to your Vendor Self Service (VSS) record 

 

1. Login to your account (only the Primary Account Administrator can add a new user) 

2. Go to the Users tab 

 
3. Click on Add 

4. Complete the information on the Add Account Users page 

 
 

 



5. Click Next to select their Access Levels 

 

 
6. Click Save which will then allow you to Verify that the User has been added 

 
 


