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Manage roles and users

In Security Administration, set up the necessary purchasing roles (originators, approvers, etc.). Once
the purchasing roles are established, assign the roles to the appropriate users.

To avoid any system issues related to roles, be sure to keep Business and Student roles
@ separate and ensure that Business roles do not have campuses assigned.

You can generate the Security Administration > Reports > List of Users by Permission
report to review user details such as the last login date and then modify as needed.

Security Administration > Manage Roles

Review the suggested minimum access for Purchasing originators and approvers.

Role Mame: [ Purchasing Originator

MANAGE PERMISSIONS:

= Purchasing &

= Inguiry

Contract Requisition Status Inguiry

General Ledger Inguiry
e Requisition Status Inquiry

o Maintenance

E] Actual Cost

E] Approve Bundle Reguisitions

[:] Approve Hequisition
i [:] Bid Processing
— E] Bundle Requisiticns

E] Contract Table/Format
E] Create/Meodify Contract Requisition
~[] Create/Modify Requisition

S E] Receiving

B E] Reverse Purchase Order

e Vendor Order Addresses :r::a::l-::uniw_.f]
E] Mext Year

Reports

(] utilities
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https://help.ascendertx.com/securityadmin/doku.php/reports/listusersbypermission
https://help.ascendertx.com/securityadmin/doku.php/manageroles/manageroles
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Role Mame: [Purch asing Approver

MANAGE PERMISSIONS:

= Furchasing -
Inquiry

= Maintenance

P E] Actual Cost

E] Approve Bundle Requisitions

Approve Requisition

E] Bid Processing

() Bundle Requisitions

i @ [_] Contract Table/Format

; E] Create/Modify Contract Requisition

E] Create/Modify Reguisition

[] Receiving

E] Reverse Purchase CGrder

Vendor Order Addresses (read-only ]
E] Mext Year

Security Administration > Manage Users

A Eoit User ~  Security Administration
Last Mame First Mame: Mugdle Initial.  User ID: Profile Name:  Employee hbr

= ) (= 10 = | TestesT

Mariage Permissions| Purchasing Originater | -
Roles Apnications View Set Password:

O ALL BUSINESS APPS Remove . e
Purchasing L]
Confirm Password :

D Force Reset Password on Login

Campuses: gt
Expand A1 Collagse AN
() Purchasing Approver Bemove

Ca
e ODEC Login:
2 . Thig wser is not an QDB yser
(®) Purchasing Originator Remove You can add an QDBC login for this wser
Campuses: Edit

Security Administrator Remove
'D Y Pay Frequencies:
G
ampuses: Bt D"' . Brweskty CYR

EE - Semimonthly CYR
DE - Manthiy CYR
J I:]I:I - Brweskhy BYR
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https://help.ascendertx.com/securityadmin/doku.php/manageusers/manageusers
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