
1. Visit your website.

2. Click on the login and sign up button at the top right of your screen

3. Once you are logged in at the top right click on the ‘My Account’ area.

4. You will then need to click on the system tab. 

5. Click on ‘edit’ next to password.

6. Then fill in the appropriate information to change your password. 
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Your customers can also change their passwords by

following the same steps. 

H
O

W
 T

O
 C

H
A

N
G

E
 A

 P
A

S
S

W
O

R
D



H
O

W
 T

O
 R

E
G

IS
T

E
S

R
 A

 C
U

S
T

O
M

E
R

1. Visit the front end of your site.

2. Click on the ‘login or sign up’ button at the top right of your screen.

3. You will see a pop up that asks for a user name and password; below that it says ‘anyone can register’ click on that link.

4. Then fill in the CUSTOMERS information in the fields. 
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1. First you will have to register your customer. See registering a customer. 

2. Log into your business center.

3. Click on the ‘people’ tab.

4. Find the name of the person that you just registered and click on their name. 

5. Scroll your screen down until you see the ‘generate off-site order’ button.
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1. Visit the front end of your website. 

2. Click on the login or sign up button on the top right of your screen. 

3. Once you are logged in you will see the ‘business center’ option at the top right. 

4. Click on that. 

5. You will then be asked for your user name and password again. Retype in the information. 
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