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How to create additional users

Through “Manage Users” you can add 
additional sub-user with specific 

access credentials and rights

Once the registration phase is completed, the vendor main user (who registered the 
vendor company) can create new users by clicking on the ‘manage users’ menu:
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Sub-User New Creation

Click on “Create” to create a new 
sub-user account with separate 

access credentials and rights

TABS:
1. User: area where you can create one o more Sub-User defining their rights
2. User Roles (optional):  you can create different roles with  predefined rights and 

associate each user to a specific role
3. Division (optional): you can create internal divisions for specific Sub-Users
4. Default User (optional): you can define default users to be involved in sourcing events:

• A default user can be defined to answer RFQ
• Another default user can be created to receive PO release notification and 

download contractual documents
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Sub-User Creation - Account Details
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Sub-User Account - User Rights (1/2)

Click on “View User Rights” to access and set the sub-user account rights

User Rights can be defined to enable each single user to view or manage the 
following areas:
• RfX (Request for Quotation and Request for Information)
• Purchase Orders
• Vendor Management
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Sub-User Account - User Rights (2/2)

Set to ‘Yes’ if the Sub-User is enabled to 
answer to questions related to Qualification 

process (editable forms). Otherwise set to ‘No’ 
to provide read-only view on company data.

For each user you can:
• Manage RfX rights for Request For Quotes 

and Request For Information
• Manage Purchase Orders rights

User rights can be set as follows:
• Set to ‘No’ if user should not access the data 

or should not be able to performed a 
specific action

• Set to ‘Yes’ to enable full control on all RfX
and/or PO if you don’t need to segregate 
user rights among the users who answer to 
RfQ coming from Ansaldo Energia 
companies. 

• Set to ‘Yes if I’m associated to the object’ so 
that the user can only manage the RfQ he 
has been invited to.


