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J) Purpose: User Management-Manually Add a User This procedure is used when a user is

not listed within the "Import Active Directory Users" screen. You can manually add the user

within the "Assign User Permissions" screen.
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Purpose: This procedure is used when a user is not listed within
the “Import Active Directory Users” screen. You can manually
add the user within the “Assign User Permissions” screen.
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J) Click on Users Management.

namicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - ml 4
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J) Click on Assign User Permissions.

L% DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - m] X
|‘\4] File :S:l Budgets »l'\fariances \j Reports S ‘Tools @System Management ig:hllocations $ Payroll :ﬂ, Users Management

{6;‘ Import Active Directory Users
{6;‘ Import Custom Users

&, Map Users to Companies

- Assign User Permissions

= Assign User DimCodesCombeos

:@ View Logins / Shutdewn System
i

| User Permissions Report
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J) Now we will duplicate a user profile (PHUBERT\P. Hubert). Then enter the new person's ID.
In this example, its PHUBERT\S. James.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets
IglFile [§ |sudgets Lpvarionces || Reports

Edit User: PHUBERT\P. Hubert el Save User | 3 Delete User | 8, Create New User

(5 Show Extended Fields | Refresh Users List

k= Print [7]] AutoSize Columns A- A+ g

UserlD FirstName LastName

@ | & &
admin admin admin
dynbudsm system manager
dynbudtsplus\avixa | system manager
dynbudtsplus\laura | system manager

» | PHUBERT\P. Hubert | Patrice Hubert

Jan 25,2019

User Profile  Company issi Orglnit Permissi
UserID PHUBERTP. Hubert
[ Windows Account
Role :Smw V|
Password |................. ]

Confirm password |nnnonnnnoo

FirstName |Pat'ice |
Lasthame |HLbu't ]
EMail [phubert@dynamicbudgets.com |
Feature Access Admin Menu Access
[ Manage Capex [ Tools
[ Edit ST/OT Hours [ system Management
[ Project Tracking [ Allocations

[A user Management

Duplicate this user with new ID as:
[PHUBERT?S. James|
Ication

® As Windows User

System Manager Reports

[ Grant access to Full

Company Data for
refreshable Excel Reports
Please be advised , if
GRANTED , this can give
the user direct access

to the Entire Company's
Financials, All Accounts, Al
of Time

i payrol
[A Payroll setup
[ Employee Roster
[ Payroll Data Entry

S Tools {0 System Management | § | Allocations & Payroll G Users Management
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M  Clickon Duplicate.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - ml X

i8lFile [§ |sudgets Epvarionces || Reports

S Tools {0 System Management [ -§ | Allocations & Payroll G Users Management

Edit User: PHUBERT\P. Hubert led Save User | 3 Delete User | 8 Create New User

e Print [77] AutoSize Columns A- A+ _| Userprofie cCompany Pemissons Orouitpermis
UserlD FirstName LastName
7l mE mE mE UserID PHUBERT'P. Hubert
admin admin admin [ windows Account
System Manager Reports
dynbudsm system manager Role | System Manager v |
i Grant access to Full
dynbudtsplus\avixa | system manager O i
dynbudtsplusilaura | system manager Password |"””’””””” l refreshable Excel Reports
PHUBERT\P. Hubert | Patrice Hubert Confirm password |nnnonnnnoo l Please be advised , if
’ GRANTED , this can give
tName . to the Entire Company's
Frs [petice | Finanials, Al Accounts, Al
Lasthame [Fubert | of Time
EMail [phubert@dynamicbudgets.com |
Feature Access Admin Menu Access
[4] Manage Capex [ Toals [ Payrol
[] Edit ST/OT Hours [ system Management [ Payroll setup
[ Project Tracking [4 Allocations [ Employee Roster
[A user Management [ Payroll Data Entry
Duplicate this user with new ID as:
[PruserRTS. James |
O s Application User
@® As Windows User —

Jan 25,2019
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J) If the new user does not appear on this list, click on Refresh Users List.

F UynamicBudgets - PHUBERI\F, Hubert - 18471/ 2.195.1349,25000 - UB314/_dynamicbudgets - L s

%Tools @System Management mﬂlmm spaymll %Ususngemmt

i8/File [§|Budgets Lpvariances || Repors

[ Show Extended Fields ||| Refresh Users List Edit User: PHUBERT\S. James led Save User | 3K Delete User | & Create New User
|k Print [7] AutoSize Columns A- A+ User Profile  Company Permissions  OrgUnit Permissions
UserID FirstName LastName
R m! m[ UserlD PHUBERT\S. James
admin admin admin ] windows Account
System Manager Reports
dynbudsm system manager Role System Manager v |
dynbudtsplus\avixa | system manager O goﬁ;:n?ﬁs:;firdl
dynbudtsplus\laura | system manager Password |"""""""" | refreshable Excel Reports
PHUBERT\P. Hubert Patrice Hubert Confirm password |"""""""" | Please be advised , if
GRANTED , this can give
» i PHUBERT\S.James Patrice Hubert the user direct access
N to the Entire Company's
Firstiiame |Patm:e | Finandials, All Accounts, Al
LastName |H|.bert | of Tma
EMail |mlbert@dwumi:h.|dgeh.m |
Feature Access Admin Menu Access
[#] Manage Capex [ Tools B Payrol
Edit ST/OT Hours System Management Payroll Setup
Project Tracking allocations Employes Roster
User Management Payroll Data Entry
Duplicate this user with new ID as:
O as Application User
(@) As Windows User
| Duplicate
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J) Click on the new user ID (PHUBERT\S. James). Make sure the name is gray.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - m] x

15 File @Budgm ll-\miancs ,El‘.jkeports

\ Tools @Syﬂem Management m Allocations s Payroll a Users Management

[ Show Extended Fields | Refresh Users List Edit User: PHUBERT\S. James [l Save User | K Delete User | & Create New User
: &= Print [ |] AutoSize Columns A- A+ User Profile  Comp Orglnit
UserID FirstName LastName
@ a @] UserID PHUBERT'S. James
admin [ Windows Account
. System Manager Reports
dynbudsm system | Role | System Manager v |
i | Grant access to Full
dynbudtsplus\avixa | system manager O e ata for
dynbudtsplus\laura | system manager Password |'"“"”"”"’ l refreshable Excel Reports
g cmﬁ'm Dassword |................ l Hﬂ*beadmd,lf
i e GRANTED , this can give
» §| PHUBERT\S. James | Patrice Hubert the &t;n:er direct access
’ to the Entire Company's
Firsthame |Pat'lce l Financials, All Accounts, Al
Lasthame |Hubst ] of Time
EMai [phubert@dynamichudgets.com |
Feature Access Admin Menu Access
[ Manage Capex [ Todls [ Payrol
[ Edit ST/OT Hours [ System Management [ Payrol setup
[ Project Tracking [ Allocations [ Employee Roster
B user Management [ Payrol Data Entry
Duplicate this user with new ID as:
(O as Application User
@ As Windows User
| Duplicate
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)  Note: The UserlD has been changed to PHUBERT\S. James. Now this user can login to
Dynamic Budgets as a windows uset.

F UynamicBudgets - FHUBEKIWF. Hubert - 184,717 2.1495.7139,25000 - UB314/_dynamicbudgets - L F

i§lFile [§ |Budgets Lrvariances | Repors S Tools {0 System Management g Allocations &5 Payroll ) Users Management

(4 Show Extended Fields | Refresh Users List Edit User: PHUBERT\S.James el Save User | 3K Delete User | 8 Create New User
s Print 7] AutoSize Columns A- A+ _| userprofie Company Permissions  Orgunit Permissions
UserlD FirstName LastName
B & & N} | UserID PHUBERT'S. James
admin admin admin :
: { System Manager Reports
dynbudsm system | manager Role ~
dynbudtsplus\avixa = system manager O ?:r:;:n?;:;\‘::ﬂ
dynbudtsplus\laura | system | manager Password |""”".”"”' | refreshable Excel Reports
PHUBERT\P. Hubert | Patrice | Hubert Confirm password |nunou""l" | Please be advised , if
. GRANTED , this can give
» | PHUBERT\S.James  Patrice | Hubert the user direct access
. ; 1o the Entire Company's
Firsiiiame |Stepha"lle | Financials, Al Accounts, All
LastName |Jam|:s | of Time
EMail |sjms@dvﬂamicbudgets.mm |
Feature Access Admin Menu Access
] Manage Capex ] Tools B Payroll
B4 Edit 5T/OT Hours [ system Management B4 payroll setup
B4 Project Tracking [ Allocations [ Employes Roster
B4 User Management A Payroll Data Entry
Duplicate this user with new ID as:
(O As Application User
@ As Windows User
Duplicate
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J) Change the First Name, Last Name and EMail address to the new person's information.

F UynamicBudgets - FHUBEKIWF. Hubert - 184,717 2.1495.7134,25000 - UB314/_dynamicbudgets
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s

QT e [ cins § Pt it

[ Show Extended Fields | Refresh Users List

ks Print [7] AutoSize Columns A- A+

UserlD FirstName LastName

@ & i w
admin admin admin
dynbudsm system manager
dynbudtsplus\avixa | system | manager
dynbudtsplus\laura | system manager
PHUBERT\P. Hubert | Patrice Hubert

» | PHUBERT\S.James  Patrice Hubert

Jan 25,2019

Edit User: PHUBERT\S. James

User Profile  Company Permissions  OrgUnit Permissions

UserID PHUBERT\S. James
[ Windows Account
Role System Manager v
Password |nnnnnnnn |
Confirm | d | |
Firstame [Smmmie l
LastName |Jam|5 |
EMail |a’mdﬁdvnamid:udgets.mm |
Feature Access Admin Menu Access

] Manage Capex
B4 Edit 5T/OT Hours
[] Project Tracking

Duplicate this user with new ID as:

[ Tools

E System Management
] Allocations

E User Management

(O As Application User
@ As Windows User

ledl Save User | 3 Delete User | B Create New User

System Manager Reports

[] Grant access to Full
Company Data for
refreshable Excel Reports

Please be advised , if
GRANTED , this can give
the user direct access

to the Entire Company's
Financials, Al Accounts, All
of Time

B4 Payrol
B4 payroll setup
[ Employee Roster
A Payroll Data Entry
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J) Click on Save User.

F UynamicBudgets - FHUBEKIWF. Hubert - 184,717 2.1495.7139,25000 - UB314/_dynamicbudgets - L s

[$iFile [§|Budgets Lo variances | Repors “igTools {0 System Management g | Allocations & Payroll G Users Management

Delete User | £ Create New User

k= Print [17] AutoSize Columns A- A+ 5| VserProfie  company permissions ~ OrgUnit Permissions
UserID FirstName LastName
B m| 'm| & UserID PHUBERTS. James
admin admin admin [ windows Account
System Manager Reports
dynbudsm system manager Role | System Manager v |
dynbudtsplus\avixa | system manager [] Grant ac?bs:;n;rd
dynbudtsplus\laura | system manager Password | SEEERENRERERRNES l refreshable Excel Reports
PHUBERT\P. Hubert | Patrice Hubert Confirm d | | Please be advised , if
GRANTED , this can give
» | PHUBERT\S.)ames : Patrice Hubert the (:ew direct access
Name tephanie to the Entire Company's
Firs |S ! | Financials, Al Accounts, All
Lasthame [72mes | of Time
Feature Access Admin Menu Access
[#] Manage Capex [ Tools 1 Payrol
[ Edit ST/OT Hours [ system Management [ Payroll setup
[ Project Tracking [ Allocations [~] Employee Roster
[~ User Management [A Payroll Data Entry
Duplicate this user with new ID as:
(O As Application User
@ As Windows User
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J) If necessary, change the role of this new user.

F UynamicBudgets - FHUBEKIWF. Hubert - 184,717 2.1495.7139,25000 - UB314/_dynamicbudgets - L F

i8iFile [§|Budgets Lo variances | Repors g Tools {0 System Management g | Allocations & Payroll G Users Management

[ Show Extended Fields | Refresh Users List Edit User: PHUBERT\S. James lell Save User | 3 Delete User | 8 Create New User
s Print (7] AutoSize Columns A- A+ _| userprofiie Company Permissions Orgunit Permissions
UserlD FirstName LastName
] & ] | UserID PHUBERT'S. James
admin admin admin | H
T i System Manager Reports
dynbudsm system | manager Role v |
dynbudtsplus\avixa | system manager D ?ﬁ;‘nﬁ;\;ﬂ
dynbudtsplus\laura | system | manager Password |""”"”"”" | refreshable Excel Reports
PHUBERT\P. Hubert | Patrice | Hubert Confirm ¢ d | | Please be advised , if
: GRANTED , this can give
» | PHUBERT\S.)ames | Patrice . Hubert the user direct access
i ; to the Entire Company's
Firsthame |Steuhm|e | Financials, Al Accounts, All
LasthName |Jam|:s | of Time
EMail |sjms@dvﬂamid:udgets.mm |
Feature Access Admin Menu Access
[4] Manage Capex [ Tools & Payral
(4] Edit ST/OT Hours [ system Management [ Payroll setup
[] Project Tracking ] Allocations [~] Employee Roster
B4 User Management A Payroll Data Entry
Duplicate this user with new ID as:
(O As Application User
@ As Windows User
Duplicate
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J) If necessary, change the Feature and Admin access of this new user.

F UynamicBudgets - FHUBEKIWF. Hubert - 184,717 2.1495.7139,25000 - UB314/_dynamicbudgets

15 File @Budgm ll-var'.anm Lﬁhports
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g Tools {0 System Management g | Allocations & Payroll G Users Management

[ Show Extended Fields | Refresh Users List

k= Print [17] AutoSize Columns A- A+

UserlD FirstName LastName

@ & i w
admin admin admin
dynbudsm system manager
dynbudtsplus\avixa | system manager
dynbudtsplus\laura | system manager
PHUBERT\P. Hubert | Patrice | Hubert

Jan 25,2019

Edit User: PHUBERT\S. James

User Profile  Company Permissions  OrgUnit Permissions

UserID

Password

Confirm password

PHUBERT\S. James

|
System Manager

lell Save User | 3 Delete User | 8 Create New User

System Manager Reports

[] Grant access to Full
Compary Data for
refreshable Excel Reports

Please be advised , if
GRANTED , this can give
the user direct access

; to the Entire Company's
Firsthame |Stephmle | Financials, Al Accounts, All
LastName |Jam|:s | of Time
EMail |sjms@dvﬂamicbudgets.mm |
Feature Access Admin Menu Access

[] Manage Capex [ Tools & payrol

B4 Edit 5T/OT Hours [ system Management B4 payroll setup

[] Project Tracking ] Allocations [~] Employee Roster

E User Management

A Payroll Data Entry

Duplicate this user with new ID as:

(O As Application User
@ As Windows User
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J) If necessary, give access to refreshable reports for this new user. If any changes have been
made, then click on Save User.

F UynamicBudgets - FHUBEKIWF. Hubert - 184,717 2.1495.7139,25000 - UB314/_dynamicbudgets

15 File @Budgm ll-var'.anm Lﬁhports

F

S Tools {0 System Management g Allocations &5 Payroll ) Users Management

[ Show Extended Fields | Refresh Users List

k= Print [17] AutoSize Columns A- A+

UserlD FirstName LastName

@ & i w
admin admin admin
dynbudsm system manager
dynbudtsplus\avixa | system manager
dynbudtsplus\laura | system manager
PHUBERT\P. Hubert | Patrice | Hubert

Jan 25,2019

Edit User: PHUBERT\S. James

User Profile  Company Permissions  OrgUnit Permissions

UserID

Role

Password

Confirm password

Firsthame

LastName

PHUBERT\S. James

[l Save User | K Delete User | B Create New User

System Manager Reports

[] Grant access to Full

Comparny Data for

|nonnnnonu | refreshable Excel Reports
|..oo..oo..o...oo | Please be advised , if
GRANTED , this can give
the user direct access
; to the Entire Company's
|Stepha"lle | Financials, Al Accounts, All
| of Time
James |
|sjms@dynamicbudnets.mm |
Feature Access Admin Menu Access
[ Manage Capex 4 Tools & Payrol
B4 Edit 5T/OT Hours [ system Management B4 payroll setup
B4 Project Tracking [ Allocations [ Employes Roster

Duplicate this user with new ID as:

E User Management

(O As Application User
@ As Windows User

A Payroll Data Entry
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J) That's It. You're Done.
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That’s It. You’re Done.

Jan 25,2019 15 of 15



