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MILO Additional Features — adding another user

The Main OLO user (Owner) will have the ability to add two additional sub-users per
license number. These sub-users will be able to place orders and the order history will
be available for viewing by the Main OLO user. Owner must select a license number
in order to add users.

Select a License Number

Licensees will choose a license number they would like to manage or place an order for.
Licenses can be selected by choosing Click here to select a license or Choose License
Number:

TESTLICENSEE
Account

% Online Liquor Ordering ° CHOOSE LICENSE NUMBER

Home

or | Click here to select a licenseland view delivery dates.

Welcome, testlicensee!

Test announcement

Test for Announcemen t

Your Licenses will display, select Place Order button under license you wish to place an
order for.

Your Licenses

Find a license

50002 - Class C Reg
3

Ligus cens

50001 - Class C Reg

Liqu

50005 - Aircraft

Liquor_license

50004 - Aircraft
.

Liqu

After a license has been selected, the user will see a message that the license number
has been validated. The license number will display under Choose License Number.
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License Validated
E V Your license has been set to 50002 -
Class C Reg

G CHOOSE LICENSE NUMBER

50000

Once validated, the user will be directed to the Products page. Delivery Dates for the
ADAs will display at the top of the page. Licensees are ready to begin managing the
license or placing their liquor order.

Add a sub-user account
select Choose License Number in upper right corner, users can be added two different
ways:

e select quick invite, enter email address of new user
o New user will receive registration email link and should register
account as directed above.

o CHOOSE LICENSE NUMBER TESTLICENSEE
50000 Account

My Licenses

Actions
Quick Invite

Manage Organization

OR

e Select Manage Organization

Q CHOOSE LICENSE NUMBER  TESTLICENSEE
50000 Account

My Licenses

Actions.

Quick Invite

Manage Organization

e From manage organization page select invite button, enter email address of

new user
o New user will receive registration email link and should register

account as directed above.

Inactive Members

Role

=
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An invitation email will be sent to the new sub-user to register. Once registered, the user
will receive an additional email to activate the account and can begin placing orders.

OLO Main users can also disable a sub-user that has been added. Users can be
disabled by selecting the “Manage Organization” link, then selecting deactivate next to
the username.

License #50000

Members
Role Handle Email

OWNER testlicensee testlicensee@michigan.gov

USER testehoppes testehoppes@gmail.com

Once disabled, the sub-user will no longer have access to the license in the OLO
system.
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