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Users Management
Multiuser

In order to associate a new User to a 
supplier, the supplier can login with its 
credentials, and from the left menu, 
select:

User Management

Users
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The screen that appear allows the 
creation of new users

Click on:

Create

The possible status of the users 
available are the following:
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Users Management
Multiuser – Create

2

2 Division Manager

Master User

Deactivated User

Active User
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Fill the form with the data of the new 
user. 

Finally click on:

Save
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Users Management
Multiuser – New User (1/4)
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It is possible to visualize the 
rights associated to this new 
User. Click on:

View User Rights
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Users Management
Multiuser – New User (2/4)

Remind to the user created to perform the Password Recovery process in order to get the credentials for the first 
access
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Click on:

“Edit” to define the rights you 
want to grant the user

In case the Master User wants to 
deactivate other user, click on:

“Deactivate User”
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Users Management
Multiuser – New User (4/4)
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In the section “User Details” 
appear all the user general data 
that can be modified clicking on: 

“Edit” 

In the top options, the Master 
User can:

Define the “External Systems 
rights” of the user

“Deactivate” the user

Export an “Improvement 
Report” of the user
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It is possible to create a new 
Profile to assign to the 
Users.

In the “Users Roles” tab

Click on:

Create
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Users Management
Profiles/Roles – Create
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The supplier has the possibility to 
create a new profile assigning for 
each Form specified rights. 

The creation of a profile allows the 
association of this profile directly to 
the Supplier User. 

Once completed the form and 
assigned the rights, click on:

Save 
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Users Management
Profiles/Roles – New Profile
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The supplier has the possibility to 
divide the users in different 
company functions/divisions each 
one with its own Responsible. 

In the tab “Division”

Click on: 

Create
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Divisions – New Purchasing group

The supplier has the possibility 
to divide the users in different 
divisions each one with its own 
Responsible.  

Once completed the form click 
on:

Save
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Default Users

There is also the possibility to 
define, for each platform section, 
a User by Default.

When finish, click on: 

Save

Users Management
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