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Nexpart - Adding and Editing Admin Accounts 

 
Introduction This job aid reviews how to add and edit admin user accounts in 

Nexpart. Admin users that you have created will then be able to 
create/manage customer (Shop) users in Nexpart.  

 
Creating 
Admin 
Account 

  You need admin access to Nexpart to add/edit admin user account. 
 
To create an admin user in Nexpart, follow the steps below: 

 
Step Action 

1 Login to www.nexpart.com/admin.  
2 Select Distribution Configuration.  

 
3 From Admin Users section, select Add New.  

    
 

  If the Admin user is existing and you need to update the profile for this 
user, select Edit to make revisions and click Update. 
 

4 Populate each field and then slect Add.  
You must specify the DCF/Cust/Dist Maintenance as Distributor – 
Administrator. 

 
 

Continued on next page 

 

 

 

 

http://www.nexpart.com/admin
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Nexpart - Adding and Editing Admin Accounts, Continued 

 

 
Step Action 

5 Enter the Password as specified in the Password Guidelines and then select 
Save.  
 

 
 The admin user you have created will receive login credentials to access 

Nexpart.  
 

 

 

 


