
 

CREATE / CHANGE / DELETE SUB USERS 

HOW TO CREATE / CHANGE / DELETE SUB USERS – For ADMIN users please contact 

nzwebmaster@ingrammicro.co.nz  

NOTE ONLY THE WEB ADMIN USER CAN CREATE/CHANGE/DELETE SUB USERS 

Log into the IMOnline website http://nz.ingrammicro.com/  

1. Click on My Account>User Administration (to create a new user you can also click on Quick Links = Create user 

 

2. To create a new sub user you need - First Name + Last Name + Phone number + a valid email address 
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3. Next you need to set up the sub user privileges. 

 If not ticked on the sub user will NOT be able to use the function. 

 Note once you click on an auto email will be sent out to the user with the login and temp 

password detail. 

 

 

4. Tick on and delete / Disable / Enable or add new user 

 

 

 

 



 

 

5. TO RESET A USERS PASSWORD – Click on the user>click on Reset Password and SAVE – and auto email will be 

sent to the user with the login + temp password details. Let then copy and paste the temp password and then 

create their own. 

 

 

 


