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Create an account, if you don’t already have one.



Go to the Account Center page, then click the “Manage 
Linked Accounts” link on the left.



Cardholders will activate as a Management Account.



Others will activate as a Linked Account.



Enter your cardholder’s email address, then click the 
“Send Link Request” button.



An email will be sent to the cardholder to link to the 
account.



The Management Account holder can approve the link 
request in the Manage Linked Accounts page.



The Linked Account will now show the relationship with 
the Management Account.



The Linked Account holder shops as normal.



During checkout, the Linked Account holder can either 
pay as normal, or indicate that the cardholder will pay.



The Linked Account holder will select the shipping 
address while billing information will be provided by the 

Management Account.



An order is generated, a PO # is displayed, and an email is 
sent to the Management Account for order approval.



The Management Account can see pending orders, 
awaiting approval on the Manage Linked Accounts page.



The Management Account can select a billing profile and 
pay for the linked order.


