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Nexpart - Adding and Editing Customer Passwords  

 
Introduction This job aid reviews how to add and edit customer (from Shop) 

password in Nexpart. 

 
Creating 
Admin 
Account 

  You need admin user access to Nexpart to edit customer 
passwords. 
To edit customer passwords in Nexpart, follow the steps below: 

 
Step Action 

1 Login to www.nexpart.com/admin. 
2 Select Customer Maintenance.  

 
3 A list of customers displays. Select the arrow next to the customer to open the 

customer account details.  

 
 

Continued on next page 

 

 

http://www.nexpart.com/admin
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Nexpart - Adding and Editing Customer Passwords, Continued 

 

  
 

Step Action 
4 Select Update User Password. 

 

 
  Do not select Reset Password as CCC will not receive the reset requests.  

  
 

Continued on next page 
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Nexpart - Adding and Editing Customer Passwords, Continued 

 

  
 

Step Action 
5 Enter new value for Password and select Save.  

 

 
6 The confirmation appears indicating the Password has been updated. Select 

Close.   
 

 
 

 
  If utilizing Nexpart B2B services, document new password and provide to  

the customer contact for future login purposes. 
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