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1 Introduction
This guide is for organizations who wish to do business with Corcraft via their website
www.corcraft.org, and who wish to create user accounts for buyers within their
organization.
When an organization registers on the website to purchase products from Corcraft, you
are prompted to create your first user account as part of the organization registration.
This first user is automatically created as the administrator of that account. That user
account can approve additional users who want to purchase on behalf of that
organization – this guide explains how that approval process works.
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2 Registering an Organization and Creating the
Administrator Account
Normally, an organization is creating by having an administrator from that company
click on the “Register Organization” button on the logon page on the website. To do
this, click the Login option on the top blue bar on the website – the following screen
will appear. Click Register Organization to being the process of registering your
organization and creating the administrative user account :
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The form below will appear for you to fill out:
•

If you know your Corcraft Customer Number enter it in the box provided
and click “Lookup My Information”. If found your organization’s information
will be automatically filled into the form. If the number is not found you
can still register – just fill in the form with your organizations details and
your account will be created by Corcraft and issued a Corcraft Customer
Number.
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•

Enter the email address and other details of the administrator for your
organization. If your reading this manual, this would typically be you! This
person should be the primary contact for purchasing items from Corcraft.org,
and must know your organization’s Corcraft Customer Number as provided to
you by Corcraft.

•

The email address will be your login to the site, and to the Organization
Administration Console for managing other users.
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•

Hit Submit at the bottom of the form to submit your registration. You will return
to the login screen with red text indicating your registration needs approval before
you can continue.
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•

Your registration will be approved by Corcraft, and you will receive an email
notification when your account is ready for use. If you don’t receive an email
with 24 hrs, please contact Corcraft to ensure your registration was received and
is being processed.

8

3 Creating a Buyer (User) Account
A buyer (user) account is created by having an buyer from your organization click on
the “Register User” button on the logon page on the website. In order to complete
the registration, the buyer will need to know the Corcraft Customer Number assigned
to your organization. You should be able to provide that information to the buyer
prior to their registration. You can also perform this registration on behalf of the
user, and simply provide them with the login ID (their email address) and password
you entered for them.
Click Register User on the Login screen:
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The form below will appear for you to fill out:
•
•

The buyer should enter their details in the fields provided
Corcraft Customer Number is a required field and must be entered to
proceed.
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•

Hit Submit at the bottom of the form to submit your registration. You will return
to the login screen with red text indicating your registration needs approval before
you can continue.
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•

You will now approve the buyers request, so they can shop on the website.
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4 Approving New Buyers for your Organization
In your web browser, type or paste the following URL:
https://www.corcraft.org:8004/orgadminconsole
Enter your Username (your email address) and Password then click the “Log On”
button.

The Organization Console will open in a separate browser window.
To approve a buyer created from the website, select “Approvals” then “Approval
Requests” from the menu
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You will see a list of buyers that require approval. Select the user from the list by
placing a checkmark the box to the left of the entry, and click the “Approve” button.

•

Enter any approval comments you wish.

Click the “OK” button. The buyer is now approved and will receive an email from the
site indicating this, and can now shop on the site.

14

5 Resetting a Buyers Password
You can reset a buyers password by going to Access Management on the menu, and
selecting Users from the drop down list.

Select the buyer that you want to change by selecting the checkbox to the left of the
user name. Click the “Change” button

Optionally, you can click on the name of the user to change/edit it.

You can simply enter a new password into the two password fields, click OK and their
password is now changed.
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Click the “OK” button to save the user record, and advise the buyer their password
has been reset.
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