OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Multi-organization Approver User

This Job Aid shows how to:
e Create a multi-organization (multiorg) approver user

Overview and Requirements:

Setting up a multiorg approval path requires the participation of Organization Administrators (OAs) from each
participating organization. It is critical to ensure legal foundation for adding other agency users. The
organizations involved must have a valid Interagency Service Agreement (ISA) or some type of legal
authority. The OA from one organization gives access to a user to be an approver on another organization’s
approval path, and creates a multiorg approval path.

Screenshot Directions
COMMBUYS E3CD Step 1: Logging in to COMMBUYS
1. Launch the COMMBUYS website by
<CTING Byg, entering the URL
™ W, .
& _ (https://www.commbuys.com) in the browser
1 or by clicking the hyperlink COMMBUYS.

2. Click on the orange Sign In button in the
upper right hand corner.

3. Enter your Login ID and Password and click
on the Sign In button.

Welcome to COMMBUYS

Login ID

Password

Login Assistance
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Organization Administrator Home

Departmenc/ApprovaliUsers \Documers Setongs  Syszem Configurssion

Martensnce Taoie:

Maintain Agency
Organlzations/Departments/Locations
S Section s used to administer agency
‘organizavan, department and locanon
informaton

Maintain Workflow Paths and Settings
This section s used to administer workfiow
paths and setwngs

Maintain Agency Approval Paths and
erings

i 56<C10n is Used 1o administer agency
— | 30003 DINS 300 SETINES

Malntain Agency Users =
Thissection 1 used to maintain agency
>
Maintal ¥
| to Purchasers
. ‘This section is used to administer the
e | 2550c1tIon Of uUrchasers W commoey

codes

Malntain Document Attachment

Step 2: Clicking the Maintain Agency Users
Icon

From your Organization Administrator
homepage, click on the Maintain Agency
Users icon to add new users or edit current user
profiles.

Open Market Req Limit
Direct Open Market Limit

Roles Edit

Basic Purchasing
Organization Administrator

Form Builder Administrator

Organization Privileges

sl |- |
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Step 3: Selecting the Login ID
The list of organization users displays.
User Maintenance for: Operational Services Division
- COMMBUYS opens a search box allowing you

- i o S to search for an existing user with several

- ‘ different criteria types.
Below the search box is a list displaying existing
users. Click the Login ID of the user you wish to
designate as a multiorg approver.
Step 4: Editing the Roles

Purchasing Rules Edit

A user maintenance page opens.

Click the Edit button that is adjacent to the
Roles heading.
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Step 5: Granting Multiorg Approval Rights

The user role maintenance page opens.

Role Maintenance for: Renee O'Rourke

1. Check the box for: Grant Multiorg

Roles’
¥ Basic Purchasing an Open Formal 5ds [ Can Crase Demand Sequi o [ Allow Cortract import (] Disalow Ad-+oc Reporing (] Erable PG hem Usioad. Ap p rov al RI g h tS .
[ Program Adminssratar Srogram Coordinarce || Srogram usteor | brog

&2 Organization Admunistrator

Domunmeniecss bepamert s e e e v 2. Click Save & Exit when finished.

superuser M

1 Department Ac setup this user as ~

e Note: The user to whom you granted multiorg
e approval rights can now be searched for, and
o mtamirpat can be selected by an OA at a different

e " —— organization.

Dy

T Te—— Caution! In order to designate one of your

organization’s users as an approver on another
organization’s approval path, you must have a
valid Interagency Service Agreement (ISA).

Swbcoronn Gl o Use the Job Aid entitled How to Approve a Multi-
organization Approver User to add a user from
another organization to your approval path.
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