Create New User in SpendLogic

18 Steps View most recent version (4

Created by Creation Date Last Updated
Karen Stein (SpendLogic) Apr 11, 2025 Apr 11, 2025

SpendlLagic 10f 16


https://app.tango.us/app/workflow/5732b00b-4e6b-40d0-85d8-54a4a9ebeb46?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 1

Click on your Profile

Help & Support © Karen (Compliance) v

Type:

v Part Reports v

STEP 2

Click on Manage Users

Help & Support © Karen (Compliance) v
O Profile
© Manage Users
&% Manage Contracts

@ Metrics

B Create CPSR Report

> Logout
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STEP 3

Click on New

Search:

Active Created

a
Help & Support © Karen (Compliance) »

Actions

® Apr 20 2023 n
x Aug 04 2023 n

STEP 4

Enter the new user's First Name

User Data

First Name

[

Last Name

Last Name

Email

Email

Password

Password

Password confirmation

Password confirmation

Company

DF-Dev
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STEP 5

Enter the new user's Last Name

User Data

First Name

IMA

Last Name

[ NEW USER|

Email

Password

Password confirmation

ssword confirmation

Company

DF-Dev

STEP 6

Enter the User's email address

User Data
First Name
IMA

Last Name

NEW USER

Email

[ ima.newuser@company.con

Password

Password confirmation

assword confirmation

Company

DF-Dev

Role
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STEP 7

Enter no less than 8 digits in the password field.

NOTE: This password is not necessary to log into SpendLogic if your company is set up with
Single Sign On (SSO) functionality. It is simply to meet the requirement for setup.

First Name

IMA K]
Last Name

NEW USER K]
Email

ima.newuser@company.com m]
Password
[ weeed /al:l]
Password confirmation

Password confirmation "
Company

DF-Dev v
Role

Nothing selected -
Programs
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STEP 8

Re-enter the password

Last Name
NEW USER ]
Email

ima.newuser@company.com K]

Password

[ ....... ] O:.]

Company

DF-Dev v

Role

4

Nothing selected

Programs

Select Programs... v

Delegation
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STEP 9

Company will default to your Company

NEW USER I

Email

ima.newuser@company.com I

Password

........ o

Company

DF-Dev v

Role

Nothing selected v

Programs

Select Programs -

Delegation

Choose one v

Reset passweord on next leqin

STEP 10
Role

Select the Role for the new user. To view the different roles with accessibilities, visit SpendFile
User Roles Defined — SpendLogic

Role
User -
User v g
Company Admin

Internal Workflow
FP Outside Viewer
Compliance

Manager
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STEP 11
NEW HIRE OPTION

If your company assigns new buyers/SCAs with a probationary Review Waiver (a/k/a Sig-
nature Threshold/Delegation of Authority/Signature Authority), select New Hire and enter the
amount of the probationary threshold and an end date (60 days/90 days, etc.)

Company

DF-Dev v
Role

User -

New hire: Temporary review waiver value: Expires:

[ 1,000 J Expires ]

Manager

Select a manager v

Review Waiver

Review Waiver

Fast Track
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STEP 12
Select your Manager

All Users must have an assigned Manager.
For other roles, an assigned Manager is Optional or not applicable.
NOTE: A Manager must be set up in your system BEFORE being assigned to a User.

Company

DF-Dev
Role

User

New hire: Temporary review waiver value: Expires:
$1,000.00 04/30/2025

Manager

[ (Demo) Demo Manager

Review Waiver

Review Waiver

Fast Track

Choose one

Programs
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STEP 13
Enter Review Waiver Amount

This is the Signature Threshold/Delegation of Authority/Signature Authority you have dele-
gated to the User/Manager/Compliance and align with your company's policies and proce-
dures.

If this is a New Hire with a probationary threshold, the amount you enter here is the amount
the new hire will be authorized to obligate at the end of their probationary period.

DF-Dev

Role

User

New hire: Temporary review waiver value: Expires:

$1,000.00 04/30/2025

Manager

(Demo) Demo Manager

Review Waiver

[ 10000

Fast Track

Choose one

Programs
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STEP 14
Fast Track

Unless your company is set up for Fast Track, this will not appear.

NOTE: Most companies do not have this set up.

SpendLagic

Company

DF-Dev
Role

User

New hire: Temporary review waiver value:

$1,000.00

Manager

(Demo) Demo Manager

Review Waiver

1000

Expires:

04/30/2025

Fast Track

Choose one

Programs
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STEP 15

Select the Program (most will have only one)

If your company has more than one Program, you'll select the Program(s) the new user will be
supporting. Most companies will have only one Program.

Review Waiver

10000

Fast Track

Choose one

Programs

[ Select Programs... i ]

Delegation

Choose one

Reset password on next login
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STEP 16

Click on Reset password on next login

You can leave this as Yes. Your company is likely set up with SSO and this field does not affect

the setup.

SpendLagic

$10,000.00

Fast Track

Choose one

Programs

SL

Delegation

Choose one

Reset password on next login

es

Activate user

Yes
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STEP 17
Click on Activate user
This will default to YES.

$10,000.00

Fast Track

Choose one

Programs

SL

Delegation

Choose one

Reset password on next login

es

Activate user

Yes
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STEP 18

Click on Create

o TA DA! You have created a new user in SpendLogic. Congratulations!
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