
Getting Started

Verizon Partner Solutions Exchange

Company & User Management  Job Aid

Things to Know

Dashboard

User Management Functionality

• Administrator Dashboard 

• Create User or Admin 

• Modify User 

• Password Reset

• Suspend/Restore User

• Delete User

From the Dashboard, view:

1. Users by Role (click the chart)
2. Company Profile
3. Pending and All Users (click Go to Full List)
4. Submitted requests or add a new user (click View all requests)
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From the Hamburger menu 

1. Choose Administration

2. Company & User Management 
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Create User | Admin 

From the Administrative Dashboard, under Requests click:

1. View all requests
2. Add New User
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Create User Details

1. Enter First & Last Name
2. Add Email Address
3. Create an admin user by using the slider (Yes 

for Admin or No for basic user)
4. Add Role(s)
5. Click Send Link
6. Obtain user registration email and click the 

Register Here link within 24 Hrs.
7. Create User ID (email address cannot be used), 

Password and Secret question and answer
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Note: 

Review the User ID activation email ( User ID and 

login link to the Verizon Partner Solutions Exchange 

portal)

Login to the Verizon Partner Solutions Exchange 

portal with new User ID and Password
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Modify User 

From the User Management section of the 

Dashboard

1. Select Go to Full List

2. Click All Users

3. Use Worklist (or search bar) to determine 
which User ID to modify

4. Click the Action button 

Modify any of the following fields:

1. Admin: Yes | No

2. Role(s)

Click Update
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Suspend User

Select one of the following actions:

1. Suspend User

2. Click to Suspend User
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Reset Password

From the User Management section of the 

Dashboard

1. Select Go to Full List

2. Click All Users

3. Use Worklist (or search bar) to determine 
which User ID requires a password reset 

4. Click the Action Button 
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Delete User

Select one of the following actions:

1. Reset Password

2. Send Password reset link to user   
(via email)  
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Select one of the following actions:

1. Delete User

2. Click Delete
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