Quick Reference Guide

Arizona's Procurement Solution

Tl AP User Role Security

A new feature in ProcureAZ version 10.0 is added control over the role of AP Supervisor and the addition of AP
location privileges. Because invoices submitted for payment must be approved by an Accounts Payable (AP)
Supervisor, the security enhancement is to restrict the ability to add the role of AP Supervisor to a user profile to
the Internal Administrator role. If this configuration is not selected, then users with the role of Org Admin will
also be able to add the AP Supervisor role to user profiles. AP Users will only be able to locate POs and create
Invoices for Organizations, Departments, and Locations for which they have AP user privileges.

Configuring AP Supervisor Security Settings

Login to BuySpeed online
Switch to the Internal Administrator Role
Verify that the current organization is the parent organization. If not, switch to the parent organization.

Accounts Payable Basic Purchasing Department Access Ing Internal Administrator

Administrator System

Administer Viendor Configure System Dashboard
| I I
— e e
= X %

Thiz 2ectinn iz 1aard tn Thiz aertion iz 1ead ta This 2artinn neavides arcess

Choose Administer Agency

Select Document Settings tab, and Configure Document and Accounting Settings

‘ Accounts Payable Basic Purchasing Department Access Inquiry Internal Administrator
MIGP Code Browse | My Account | Customer Service | Current Organization: Ma@ged Shared Organization May 4, 2012 8:28:11 AM CDT 0 j ra
About

Home | Agency | ¥endor | System Administrator System

Internal Administrator Home

Agency Settings Dashboard Department/ApprovalUsers BULTHTG T &S00 R System Configuration  Maintenance Tables

Configure Document and Accounting
Settings

Thiz section is used to configure document and
accounting settings .

Configure Event Types
Thiz zection is uzed to configure evert types
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Select the Documents Tab

Configure Document and Accounting Settings

Bocuments

Account Input Format: | STAMDARD w | Accounts Required:
Accounts Required for Hon Char Require Accounting After Date:
hems:

e

Verify Account Code: Account Code Ignored Allowedd: |:|

In the Invoices area, select Edit, then check the box next to Restrict AP user assignment to Internal Admin:

EnalMe P-Card support: suppress P-Card Encumbrance:
Allow Invoice manual pay: Allow Vendor Inveice Import Final Pay:
Electronic Inveice Minimum Amount: |D.|:|D | Electronic Invoice Max Amount: |E|.D|:| |

Restrict AP user assignment to Internal
Admin:

Enable TC:

Enable POT:

Inventory  [ET3

Allow agency rele to view quantity on hand when adding inventory

Hame ta darnmeant

Click Save and Exit

Configure Document and Accounting Settings

Allow invoice manual pay: |:| Allow Vendeor Invoice Import Final Pay: |:|

Electronic Inveice Minimum Amount: 0.00 Electronic Inveice Max Amount:

0.00

Restrict AP user assignment to Internal Admin:

nable TC: ]
Enable PDT: |:|

Becourt Code Mask Legend
# = Represents an entire accourting segment unmodified.
* = & wildcard that represents one to many characters. If the asterisk is the
last character inthe mask, it will match any account code that has the same
format to that point. If the asterisk iz followeed by a delimiter, the mask wil
match anything to the delimiter. An asterisk or wildcard should never be
directly followed by & pound symbal.
7 = Represents the account code delimter.
Selecting the lgnore Fiscal Year checkbox for & mask causzes the fizcal year
to be ignored when performing accounting operations.

Save & Continue Save & Exit

Copyright & 2012 Peris

Configuring AP user location privileges
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Login to BuySpeed
If not already in the Internal or Organization Administrator role, change to that role.
Be sure you are in the proper Organization for the user profile you wish to modify.

Choose Administer Agency

Accounts Payable Basic Purchasing Department Access Inquiry Internal Administrator

Current Organization: Citizens, Inc. @

IGP Code Browse | My Account | Customer Service | About

ome | Agency | Yendor | System Adminis -ator System

Internal Administrator Home

Administer Vendor Configure System

I I
——— —_———
I
Thiz section is used to Thizs zection iz uzed to Thizs section iz uzed to
administer the agency system administer the vendor system adminizter internal system
and agency user accounts and vendor accounts settings for both the agency

and vendor webstes

Copvricht @ 2012 Perizcone Holdings. Inc. - A1 Riokts Reserved.
Choose Department/Approval/Users
Choose Maintain Agency Users

Internal Administrator Home

Agency Setting

difitain Agency
Orgamzailunsﬂ]epartmerltsﬂ.ucatlons

This section iz used to administer agency organization,
department and location information

Configure Approval Settings
This section is used to configure system settings for =
approval path Maintenance | m————

Maintain Agency Approval Paths
— This section iz used to administer agency approval paths

Maintain Agency Users
This section is uzed to maintain agency users

s | Maintain Assignment of Commodity Codes to

——= | Purchasers
This section iz used to administer the association of

Search for the appropriate user profile (you may search by first name, last name, user ID, or role) — be sure to
choose a user who has the AP role.

SSNPEE
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User Maintenance for: Citizens, Inc.

First lame | Lastllame |
LoginiD | Status

Department | v|

Location

User Role

“endor Administrator
Search Fields: Basic Purchasing
Internal Administrator
Agency Administrator
Program Administrator
Organization Administrator
Department Access
Irguiry

Accounts Payable
Irventary Administrator
Inventory User

ABCDEFGHIJKLMNOPQOQRSTUVWXYZ

Browse hy:
by: 012345678910

( Find i 1[ Clear [ Add User ]

Click the link to the user profile

Lagin 1D First Mame Last By Sabus Redefs)
AETTIENHE Ann Ettienne Active Department Access
AFUGEHE Arios Eugene Active Department Access
ARETTIG Andrea Riettig Active Department Access
BERYZGORNIA Barbiara Bryzgormia Active Department Access
BUYSPEED Agiminizirator System Active Accourts Payable
Biasic Purchasing
Department Access
Incpiry
irderrial Admirssirator
CCIATTO Carohm Ciatio Active Department Access
CFOYC Cathy Foy Activa Departmant Access
CKERR Cherry Kerr Active Department Access
CIAPIACITIZENS Colieen Tagin Active Department Access
DBIALIK Darota Blindik Active Department Access
DCADET Daneicdzon Caclet Active Department Access
DRELLY Dusty kiely Active Department Access

The section labeled AP Location Privileges shows all locations for which this user can create invoices. To
modify the AP Location Privileges, click the Edit button.

NS
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Departrnent

Location

TAOCITIZENS - Administration

72004 - Executive Office

TSOCITIZENS - Administration

7501 & - Accounting

TEOCITIZENS - Administration

78024 - Purchasing Department

TAOCITIZENS - Administration

7502¥% - Purchasing Dept. - Special Projects

TAOCITIZENS - Administration

72038 - MIZ - Plainsviess

TSOCITIZENS - Administration

Ta07 & - Regulatory Affairs - Citizens

TEOCITIZENS - Administration

75094 - Compass

TAOCITIZENS - Administration

75114 - Facilties Management! Maintenance

Select and Deselect the locations to enable and disable privileges for each location.

Maintain AP Location Privileges

You cannot remove the location privilege for a user's default department / location.

Departrnert

Locations

Select Al

TE0CITIZEMS - Administration

i

72002 - Executive Office

TaM A - Accounting

750228 - Purchasing Department

7502% - Purchasing Dept. - Special Projects

75058 - MIS - Plainwiew:

[=

7507 A - Regulatory Affairs - Citizens

€]

75094 - Compass

[

75114 - Facilties Management! Maintenance

=

A &ll Deptlocs Restore User Defaults Cancel & Exit

Copyright & 2012 Periscope Holdings, Inc. - All Rights Reserved.

To add additional departments and locations, use the drop down menu under the Department column to switch

to a different department

= Tn)
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Maintain AP Location Privileges

You cannot remove the location privilege for a user's default department | location.

Departrnent Locations Salact Ml
FE0CITIZEMS - Administration |ﬂ 75004 - Executive Office
TEOCITIZENS - Administration .
n n 3014 - Accourtin v

001 - Residential Prograrm ?

CO02 - Citizen's ICF 73022, - Purchaszing Department

CO04 - Camp Loyaltown

005 - Medicaid SEr\fICE Coardination 7502 - Purchasing Dept. - Special Projects

CO06 - Program Services

Coo7 - FS5 75058 - MIS - Plainview
7a07 A - Regulatory Affairs - Clizens
75084 - Compass
73114 - Facilties Management! Maintenance

Add All DeptiLd Restore User D Cancel & Exit

Copyright & 201 . - All Rights Reserved.

If desired, use the Add All Dept/Locs button to enable privileges for all departments and locations in the
Organization.

Maintain AP Location Privileges

Departmert Locations Select 8|
O
004 - Camp L,:,Yah,:,wn b 1 - Main Offices Program Directar
03 - Maintenance Dept.J Care Taker
05 - Infirmary/ Admin Nurse
05 - Plainview Office
07 - Main Officel Buziness Manager

e —
Save & Exit Save & Continue Add Al DeptlLocs Restore User Defaults Cancel & Exit

Copyright & 2012 Periscope Holdings, Inc. - All Rights Reserved.

If you make changes, be sure to use either Save & Exit or Save & Continue to commit the changes, or use
Reset to clear the changes and remain on the screen.

The Restore User Defaults button will remove all departments and locations except for the User Default
Department and Location specified for the profile.

The Cancel and Exit button will close the Maintain AP Location Privileges screen without making changes to the
user profile.
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