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How do I set up a user as an invoice contact? 
 
The User Management page is where you can manage users within your organization — including 
resetting passwords, adding or removing users, or assigning a user as an Invoice Contact. 
 

 
1. From Home page, click Users and select Manage Users. 

 
2.  Click Actions next to your preferred user. 

 
 

 
3. Lastly, click Add as Invoice Contact button. 

 
 
Please note that an account can have only a single invoice contact. Any existing invoice 
contact will be replaced. We generally recommend that the Invoice Contact email be a 
shared mailbox, in order to prevent inadvertently causing bottlenecks. 

                 


