EEEEEEEEEEEEEEEEEEEEE

aGrants

learning series

creating agency users

Copyright © 2018, Pennsylvania Department of Education



Contents
00T 1 =] 1 1

Creating NEW AZENCY USEIS.....cccciiiiiieiiiiieeierieenieiienssseriensssessensssessenssssssnsssssesnsssssesnsssssesnsssessenssssssensssssssnssnssssnnsnns
Create Agency User «* Before YOU STart..........oooiiiiiiiiiiii ettt eeeeeeeeeeeeeeesarararaaes
Create AZENCY USEr 48 STEP-DY-STOD ... uuuiiiiiiee e e e ettt eer e et e e e e ettt e e e e e e s st eeeeeeesesssnntsaneeeaeesesssnnnsssneeeaeeeens

agency user management June 2018



Creating New Agency Users

Agency User Administrators can create new accounts for Agency personnel.

To create a useraccount, assigna unique login ID, enter basicinformation and select roles to provide privileges to
view and manage different types of Agency information.

Afterthe accountiscreated, the new usercan loginto eGrantsimmediately. The user canview information only for
the current Agency and its available Program Offices. If the userrequires access to other Program Office or Agency
information to perform peerreviews orother functions, contact your Bureau Office User Administrator.

Note that Bureau Office User Administrators and eGrants system administrators also can create new Agency users,
upon request.

AUTOMATIC PASSWORD GENERATION: When you create a new useraccount, eGrants automatically assigns a
starter password and generates an email message toyour new user. When the userlogsinto the system for the first
time, he or she mustchange the password.

Create Agency User % Before You Start

Only Agency User Administrators can create new users foran Agency.

Before creatinganew Agency user:

1

Verify basicinformation about the user:

Firstand last name, middle initial and preferred title
Jobtitle
Email address

Telephone and extension

Verify that the user does not have an existing eGrants account.

Identify the Program Office for which you are adding (or editing) the Agency user. You must selectthe
appropriate Program Office before creatinga new user or changingrole assignments.

Identify all the rolesthe userwillperformforthe Agency and for the current Program Office. Referto
“Managing Roles and Security” for more information.

Askifthe new userhasa preferredlogin. (If nologinIDis preferred, alogin containing the user’s last name is
recommended.)
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Create Agency User % Step-by-Step
To create a new Agency user:

1. Loginto eGrants as an Agency User Administrator.

2. Ifyou have accessto more than one Program Office, the Select Program Office window appears. Click
SELECT beside the appropriate Program Office.

3. From the main menu bar, click Administration > User Management. The User Agency Summary screen
appears.
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User Agency Summary L =]

Use this screen to view, create and maintain Agency users with access to the Bureau.
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452  Bucher Mark bucher c-jcravfor@pa.gov ox
ey

r Agency Summary Session Timeout: 11:09:40 AM

Copyright € 2010-2014 Commonwealth of Pennsylvania. All Rights Reserved.

A list of all available users foryour Agency appears. Note that there are two buttons: Add New Agency Userand
Add Existing Agency User. The steps are the same for both.

4. Clickthe Add New Agency User button above the list. The Add New Agency User window appears.

ew Agency User
1 Add New Ag u: CLOSE [%

ey Login * = Required Fiald *

User Type * | Agency User j

--Select-- j
First Name *
MI
Last Name *
Job Title *
Email * B
Phone *

Ext

H Save
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5. Completethefields:

Login Text/Required Type a unique userloginfor the new user. To verifyif the loginis available,
press TAB. The system indicates if the | ogin is available. If the | ogin is not
available, entera newlogin.

User Type Restricted OnlyAgencyUser Administrators can be created on this screen.

Title of Address Dropdown / Optional  Click the dropdown list. Click the title of address.

First Name Text/Required Type the user’s first name. Compound and hyphenated names are acceptable.
Middle Initial Text/ Optional Type the user’s middle initial.

Last Name Text/Required Type the user’s last name. Compound and hyphenated names are acceptable.
Job Title Text/Required Type the user’s jobtitle. This title is retrieved when the user enters Contact

Information or Electronic Signature information.

Email Text/Required Type a valid emailaddress for the user. An email is required for eGrants user
authorization and various notifications. The same emailaddress can be used
for multiple useraccounts (such as a shared department address). A system
message appears if the email is used for other user accounts.

Phone Text/Required Type the area code andtelephone number forthe user.

Ext Text / Optional Type the user’s extension, if required.

6. Click Save to save the information and close the window. The User Detail screen appears.

Hello Marisol Garcia @ | Agency User
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Use this screen to maintain personal information, roles and Agency access for an eGrants user..

() User Account Detail Personal Information a
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User Type --Select-- j

Agency User j First Name * |Andrea

Last Login Mi
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Roles -
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Password -

3 Back to User Summary

>> User Detail Session Timeout: 9:45:01 AM
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The information you entered forthe new users appearsin the fields.

7. To add an existingagency userfrom another Program Office, click the Add Existing Agency User button, and
follow the stepsforaddinganew agency user.

If needed, editthe Personal Information fields and click Save to modify the information.
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8. Beforethe usercan access eGrants information, at least one role must be assigned. Click the Roles panel bar

to expandthe panel.
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User Detail

() User Account Detail
AgencyGrantWriter

User Type

Agency User j
Last Login

4/8/2013 9:25:00 AM

7 Account is Locked

M save

> Back to User Summary

>= User Detail

sol Garcia @ | Agency User

rants Testing

r Area SD
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Use this screen to maintain personal information, roles and Agency access for an eGrants user..

Persenal Information el
Roles -
& Roles
5P Add Role L7 Renew All Roles
Role Locked| Expires On

No records to display.

EEPEE
Agency Access -
Password =

Session Timeout: 9:48:08 AM

9. Click Add Role. The Add Role to User Account window appears.

] Add Role to User Account

O Agency Sign-off
DAgency User Administrator
O Project Create

O Project Submit

O Project Viewer

O Project Writer

CLOSE [ X A

@ Check the roles available to the current user.
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10. Checkthe box or boxestoassign one or more roles foraccess rights or task assignment. Roles can be
combined as needed to enable the userto perform acombination of tasks foryour Agency.

Agency Sign-off Task Assignment Click the checkboxif the useris anauthorized a pprover of projects. This role
enables the userto perform the authorized signoff task during project
submission.

Agency User Security Access The User Administrator role provides access to the Administration menu and

Administrator enables the userto create and manage user accounts.

Project Create Task Assignment The Project Create roleenables the userto viewandselect available grant

programs and create a new project on behalf of the Agency. It activates the
Create New Project button on user screens.

Project Writer Security Access The Project Writerrole enablesthe user to enterand editanswertexton a
projectand modify project details.

Project Viewer Security Access Project Viewers have the capability to view all projectinformationin read-only
format. Therole can be combined with agency signoff and others.

Project Submit Task Assignment The Project Submit role activates the Submit button and enables the user to
complete and submita grant application to the Program Office.

Electronic Task Assignment The role activatesthe Electronic Signature functions used forapplying an

Signature authorized electronic signature to a contract. It canbe assigned only upon

approval bythe PDE legal office.

11. Afterassigningone ormoreroles, click Select. The Add Role to User Account window closes. All assigned
rolesappearinthe selection list.

12. Click Back to User Summary to add additional users or perform other user management tasks.

Afterrolesare added, the useraccount is ready for loginand use.
The new userreceives an email with login instructions and atemporary password.

NOTE: The rolesyou assign are valid only forthe current Program Office. If your Agency has access to more than
one Program Office, you must change the Program Office and assign new roles.

+* END OF INSTRUCTIONS: “CREATE AGENCY USER”
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