
Adding users to the Vendor Portal 
 

 
 
Select Account Administration 

 
 
Select add/edit users 
Click on Add new 
 



 
 
Enter information respective fields and select the access for the user 
 

 
 
After submit an email will be sent to the user, assigning the username and password for 
access to the vendor portal. 
 
 



 
Success message after creating a new child account. 
 
 
Now you specify which links with the NCLB application are available to the child 
account. 
Go to NCLB Vendor Admin 

 
 



Then select User admin 

 
 

 
Select user ID to assign NCLB specific action 
 
Each box represents a link in the application. 

 

 
 
Save changes 


