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How to Create a New User on MyPEI - Customer Process 

_______________________________________________________ 
 

1. Objective 
Explain how to create new user on MyPEI  
    

2. Departments 
External customers. 
 

3. Procedure 
 
3.1. Customer Process 

 
3.1.1. Have the customer open the website www.peigenesis.com. Click on "MyPEI 

Login" at the top right of any page on the site.   
 

 

1 Click on MyPEI Login. 
 
Choose Create an Account 

 
 
3.1.2. This opens the Registration screen. Proceed as follows: 
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3.1.3. Left Side of Registration screen: 
 

 

1 Create a username and 
password. 

Enter the remaining 
information including your 
Name, Address, phone 
number and email 
address. 

2

Optional comment. 3
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3.1.4. Right Side of Registration Screen. 
 

 

4 To create your own individual 
account, set Existing Customer = 
No 
 
If you wish to be connected to your 
existing PEI open account, select 
Yes and answer the additional 
questions in the drop-down (see 
next page – step 3.1.6 for this 
screen) 

6 Hit Register 

5 Enter the hidden numbers 
and letters from the 
security capsha image into 
the box. 

 
3.1.5. The Sign On screen appears.  Log in using your new username and password. 
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3.1.6. Existing Customer = Yes right screen drop-down. See the next page (Section 
3.2) for complete details about each of the fields in the drop down.  

 

 

4 To attach your profile to your 
company’s existing PEI open 
account, select Existing 
Customer = Yes 

5 Enter your PEI Customer 
number (if known), otherwise 
enter UNKNOWN. 

Enter the name of the 
(manager) at your company 
that approved this authority 
level. 

Certify that the above 
information is true. 8

9 Enter the hidden numbers 
and letters from the 
security capsha image into 
the box. 

7

6 Enter the level of authority 
you want. Higher levels 
include all authorities of 
lower levels. 

Hit Register 10

 
 
3.1.7. The sign-on screen will appear with a message informing the user that their 

account is NOT yet activated. This is because we must verify that this 
individual is truly allowed access to the company account. They will not be 
able to log on until approved. 
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Message informing user 
that their account is not yet 
active and pending 
approval. 

 
3.1.8. An email is automatically sent to the local PEI-Genesis Branch Manager for 

user verification based upon the customer’s address. WI 400.1.1.0 details our 
internal approval process. 

 
3.1.9. An email similar to the one below is sent to the new user at the email address 

they provided informing them that their new account was created and 
explaining the verification delay. 

 
Hello [new user]:  
 
Thank you for registering at MyPEI at PEI-Genesis.com. 
 
If you selected the existing customer flag when you registered, your user account is 
pending activation. We will contact you at the phone number you entered during 
registration to verify the connection to your company account.  If you like, you can 
contact us. Read more here www.peigenesis.com/existing-customer-registration 
 
Otherwise your account is now activated and you may Login to www.peigenesis.com 
using the username and password you registered. 
  
MyPEI has lots of features. To get a good start, have a look at our FAQ page 
www.peigenesis.com/FAQ 
 
Everyone here at PEI-Genesis is eager to delight you.  Contact us if you need any 
assistance or just to say hello. www.peigenesis.com/customer-service/contact-us 
 
Warm Regards, 
The PEI Family  

 
3.1.10. The first time the User logs on to the site they must agree to the website Terms 

and Conditions. 
 
3.1.11. Enjoy MyPEI! 
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3.2. Some Additional details about setting Existing Customer = Yes 
 

3.2.1. The following fields appear in the drop-down. Notice that if you point to the field, 
a pop-up comment window provides an explanation of the field. In the 
example below the cursor is over the “Authorized By” field: 

 

 
 
3.2.2. Customer No. – Enter the PEI ASW Customer Number or UNKNOWN. The 

customer probably has this number in their system from our prior invoices, 
Sales order Confirmations, etc. If you are walking the customer through the 
setup you can give them their ASW customer ID. If you leave this field blank 
or enter an invalid ASW customer number an error message will be shown. 
Example: 

 

 
 

3.2.3. Authority Level – This is the requested access level. We are very careful when 
approving the highest level “Buy (terms)” because once approved, this will 
allow the person to place orders on their company open account and have PEI 
bill the company for their purchases. PEI Employees, see WI 400.1.1.0 for 
details. 

 
3.2.4. Authorized By: The name of the manager at the customer company that is 

allowing this individual to have the requested level of authority (if the individual 
is a senior manager, it is possible that they might self-authorize and enter their 
own name here). 

 
3.2.5. “Certify” – Check to indicate that the information provided is true and correct. 

 
3.2.6. Enter the numbers and letters from the security capsha image. This image is 

intentionally difficult to read, but if you mistype, the system will display an error 
message and provide a new capsha image.  

 

 
 
3.2.7. Hit the Register button. The sign-on Screen will appear with a message 

informing the user that their account is NOT yet activated. This is because our 
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Inside Salesperson must verify that this individual is truly allowed access to 
the company account. They will not be able to log on until approved. 

 

 

Message informing user 
that their account is not yet 
active and pending 
approval. 

3.2.8. An email is sent to the PEI Branch Manager based upon the customer’s 
address for verification.  The Branch manager will contact the customer at the 
phone number provided during registration. 

 
 
End of Procedure 400.1.1.1. 
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Amendment Record 
 

Date Changed By Approved By Summary of Change 

01/05/2010 Russ Dorwart Kitty Wheat New 400 Number series for MyPEI 
01/07/2010 Russ Dorwart Kitty Wheat Add screen shots to section 3.3 
01/10/2010 Russ Dorwart Kitty Wheat New Screen shot with comment box. 
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