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Your Account
Selected Account
You may have access to more than one 
account. You can select which account you 
would like to place orders on and view 
account information from your account 
profile.

Change Your Password
You can change your password from your 
account profile following the password 
criteria.

Update Your Contact Information
Your name, email address, and phone 
number can be updated online. Changes to 
your account billing or shipping addresses 
must be made by our customer service team.
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Designated Account Administrators
Only users with admin privileges have 
access to manage other users in the 
organization.

Create New User
Select the “Add User” button to create a 
new user and select which account they 
should have access to. New users will 
receive an email to set their password.

Manage User
You can lock, send a reset password 
email, edit (including admin privileges), 
delete, and update a user’s account 
permissions by selecting the user action 
icons.

Account Users & Permissions*

Create New User
Account Name

Designated 
Account 
Admins

Manage User

Important Note: Your account may be shared across 
ship-to facilities. If you delete or lock a user, they will 
not be able to place orders online. 

*Features shown on this page are only available to users with account administrator access
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neogen.com supports two types of 
online user roles:
• Administrator
• User

Understanding User Types
Administrator User

Place order/order request Y Y

Add/request new shipping addresses Y Y

Manage credit cards* Y Y

Manage tax exemption certificates* Y Y

View online & offline order history* Y Y

Track shipments* Y Y

View & print invoices* Y Y

Create & manage lists Y Y

View all users in the organization Y N

Add new users Y N

Lock users Y N

Reset passwords for users Y N

Edit user credentials Y N

Assign admin privileges to users Y N

View & edit account assignments Y N

*Features shown on this page may not be available in all countries and users may not have access to all options.

Administrators have 
access to manage 
users in the 
organization
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Add New User

Create New User
Under the My Account Users tab, select the “Add User” button 
to create a new user. A pop-up window will appear to enter the 
users’ information and select which account they should have 
access to place orders on and view account information. Click 
“Save” to complete the new user creation.
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New User Email Notification
The new user will receive an email with a link to set 
their password. The link expires within two hours. 
They may request a new reset password link from the 
login page if needed. Once their password is set, they 
can log in using their email and password to access 
the account.

Add New User
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Manage Users
Administrators can manage users through the user action icons. 

Lock User
You can prevent a user from logging in by selecting the circle slash icon.

Send Reset Password Email
You can trigger a reset password email to send to a user by selecting 
the abc icon.

Edit User
You can edit a users’ information and admin privileges by selecting the 
pencil icon.

Delete User
You can delete a user from the organization by selecting the trash icon.

Account Assignment
You can assign which account a user has access to by selecting the 
hamburger menu icon.

Lock
User

Reset 
Password

Edit Delete
Account 

Assignment



© 2023 Neogen Corporation. All rights reserved.  |  9   

Lock User

Admin users can lock other users and prevent 
them from logging in by selecting the circle slash 
icon.

When the circle slash icon is selected, a browser 
prompt will pop up to confirm the user should be 
locked.

After selecting “OK,” a success message will 
appear confirming the user has been updated,
and the action bar for the user will also update. 
You can unlock the user by selecting the check 
icon.

The user is notified when attempting to login that 
their account is locked.

Lock
User

Unlock User
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Reset Password

Admin users can initiate a password reset for 
other users by selecting the abc icon. 

When the abc icon is selected, a browser prompt 
will pop up to confirm the user’s password 
should be reset.

After selecting “OK,” a success message will 
appear confirming that the user has been 
updated and will receive an email with a link to 
reset their password.

The user will not be able to login until their 
password has been reset.
 Reset 

Password
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Edit User

Admin users can edit other user information and 
admin privileges by selecting the pencil icon.

When the pencil icon is selected, the user 
information will become editable fields, and a 
checkbox will appear to manage their admin 
privileges.

Changes can be implemented by selecting the 
check icon or canceled by selecting the circle 
slash icon under the action column. After making 
the changes, a success message will appear, 
confirming the user has been updated.

The user will see their updated information 
under their My Account Profile tab.
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Delete User

Admin users can delete other users from the 
organization by selecting the trash icon.

When the trash icon is selected, a browser 
prompt will pop up to confirm that the user 
should be deleted.

After selecting “OK,” a success message will 
appear confirming that the user has been 
updated and will be removed from the Users 
table.

The user is notified when attempting to login 
that their account does not exist.

Delete
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Assign User to Accounts

Admin users can manage other users’ 
account access by selecting the hamburger 
menu icon.

When the hamburger menu icon is selected, 
a pop-up window will appear to manage 
which selected accounts the user has access 
to from the list of available accounts.

Changes can be implemented by selecting 
the “Save” button or canceled by selecting 
the “Cancel” button. After making the 
changes, a success message will appear, 
confirming that the user has been updated.

The user will see their account access under 
their My Account Profile tab.

Account 
Assignment
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Support
We are always happy to help! Visit our support 
page by selecting “Support” in our website 
header or footer to find customer resources and 
get connected to our team.

• Hardware Support

• Software Support

• Document Search

• Customer Support 
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