
My Account 
 

  

MY ACCOUNT 

From "My Account" you will be able to access a variety of functions to improve your ASSA ABLOY 
Eshop experience. To access these select the User Icon from the ribbon 
  

 
  
  

 
  
.  

From the drop down box select "My Account" 

  



 
  

  

 
  
  

  
  

This will open the My Account Overview 

  



 
  
  

  



  

On the left of the form are the main menu options 

  

 



  
  

Within the main body of the form are three sections allowing quick navigation through your personal settings 

  

Account Information 
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This can also be accessed off the side menu 

  



 
  

  
Beside this are the users email preferences, where email notification settings can be edited 
  
  



 
  
This can also be accessed off the side menu 
  



 
  
  
Below are the Address Book, displaying the Default Billing Address and the Default Shipping Address. 
Users can also access the Manage Addresses function here. 
  



 
  
This can also be accessed off the side menu 
  



 
  
  

My Account - Account Information 
 

  
EDIT USER DETAILS 
  
The user can amend their details under the Account Information section by selecting "Edit"  
  



 
  
  

 
  
  
Editing the details allows a user to change only the following fields 
  
¶ First Name 
¶ Last Name 
¶ Email 
¶ Phone Number 

  



 
  
  
  

 A user can also opt to change their password here by checking the box "Change Password". Refer Change 
Password section below 

  



 
  
  
Once all changes are made the user selects "Save" to confirm or "Cancel" to abandon 

  

 
  
  



  

  
  
  

My Account - Company Information - Change Password 
 

  
CHANGE PASSWORD 
  
The user can amend their password under the Account Information section by selecting either "Edit" 
(refer above)or Change Password 
  

 
  
  

 



  
  
This will open the user detail form onto the Change Password section, with the Changes Password 
box pre-checked 
  

 
  
  
  
Enter your current password 
  

 
  
  
Enter your chosen new password 
  



 
  
  
As you enter your password, the website will indicate if your password is strong enough, and meets 
the required criteria. 
  

 
  
  
Re-enter your chosen new password to verify 
  

 
  
  



Once all changes are made the user selects "Save" to confirm or "Cancel" to abandon 

  

 
  
  

  
  
  

My Account - Address Book 
 

  
ADDRESS BOOK 
  
The user can view the addresses held in the ERP database, and edit addresses they have created on 
the web portal under the Account Information section by selecting "Manage Addresses". Displayed 
are the default billing and delivery addresses which will automatically be applied on all orders. These 
can only be amended within the ASSA ABLOY ERP; please contact your ASSA ABLOY Customer 
Services team. 
  
  



 
  
  
  
  



To view all available addresses, select "Manage Addresses" 
  

 
  
  
This will open the My Account - Address Book 
  



 
  



 
  
  
At the top will be the Default Billing Address and the Default Shipping Address, these can only be 
edited by ASSA ABLOY Customer Services team 
  



 
  
  
  
  
  
Below this is the list of all other available addresses. These are comprised of addresses maintained in 
the ASSA ABLOY ERP system and those addresses added by the user. 
  



 
  



  
Addresses defaulted from your ASSA ABLOY account will have no option to Edit or Delete the record. 
Please contact your ASSA ABLOY sales team top update these records. 
  

 
  
  
Addresses manually added will have an option to "Select" beside them, providing the user the option 
to Edit or Delete the record. 
  

 
  
  



 
  
  
The Edit Address form will open allowing the User to update details. 
  
  



 



  
Once all changes are made the user selects "Save" to confirm or "Cancel" to abandon 

  

 
  
  
  
  
To amend any other address please contact your ASSA ABLOY Customer Services team 
  
  

My Account - Address Book - Adding Addresses 
 

  
ADDING OR EDITING ADDRESSES 
  
The user can view the addresses held in the ERP database, and edit addresses they have created on 
the web portal under the Account Information section by selecting "Manage Addresses". Displayed 
are the default billing and delivery addresses which will automatically be applied on all orders. These 
can only be amended within the ASSA ABLOY ERP; please contact your ASSA ABLOY Customer 
Services team. 
  
  
ADDING ADDRESSES 
  
To add an address, select "Add New Address" 
  
  

 



  
  
  
  
This will open the "Add New Address" form containing seven fields 
  
  

 
  
  
  



COMPANY 
Enter the name of the delivery recipient, either the individual person's name or business name 
  

 
  

PHONE NUMBER 
Enter a contact telephone, this will assist any couriers in locating the correct delivery if there 
are any issues 
  

 
  

STREET ADDRESS 
In line one enter the business unit, street number and street name 
In line two enter the suburb or area 
  

 
  

CITY 
Enter the city 
  

 
  

  
STATE/PROVINCE 

This field is not required, and no information entered here will appear on the order 
  




