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2013-113 - Set-up or change the Company’s Details in OPTO 
 
Overview: 
The company details entered in the ‘Global Parameters’ window is the information displayed on a 
company’s documents/forms (e.g. Invoices, Purchase Orders, etc.) that are printed or emailed from Opto. 
Company details in Opto can only be changed when the user logs onto Opto using the ‘ADMIN’ user logon 
and password. This administration logon is usually only known to the Opto Power User and/or 
Management. The user should always log-off from the USER ‘admin’ login after completing any set-ups or 
changes and log back on as their user to resume normal task within Opto. 
 
Log onto Opto as the USER: admin - Click on the Administrator tab in the Opto ribbon, and click on the 
‘Global Parameters’ icon to access the details window. 
 

 
 

Click in the required field to set-up or edit as necessary. Press <F9> to Save the changes and then click on 
the Close icon to close the window.  
 
Log off of OPTO as ‘Admin’ user and log back on using your usual USER number and password. 
 

 

 

 

 

 

 

 


