
Creating new users 
 
1. Go to “Settings” -> “Admin Configurations” -> “User management” 

 

 
 

2. Click on “Invite users” and enter the email ID and PASSCODE. 
 

 
 

 
 
Entering the Passcode is important as it double verifies that ADMIN has created the CORRECT email id 
login. This passcode to be informed to your user properly and don’t forget the PASSCODE. 
 
Note: Passcode is different from PASSWORD. Passcode is handed over to user manually and 
end user will enter the password post verification of EMAIL ID and PASSCODE 
 
3. Assign the Privileges like which menus (PO, SO) etc 



 
 

 
 

4. Now the user will get an email from support@actouch.com with the links to click. 
 

 
 

5. Click on the link and enter the USER ID and PASSCODE (This has to be given by you, the Admin) 



 
 
If the User ID and PASS CODE is correct, then we allow the new USER to enter his details including 
security Question and his OWN PASSWORD 
 

 
6. Now new user can login with his own ID and PASSWORD 
 


