Works — Creating User and Account Request (Ordering

1.

Go to Administration>Organization>User
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Click Create>Create Use & Account Request
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4. Complete the following fields
Note: Steps B-D are to be completed by agencies which utilize the accounting function of Works Workflow
A. First Name
Last Name
Email Address (must be business address)
Login Name

B. If agency is utilizing the accounting function for allocating transactions, check Allocation Coder, otherwise do not

check arole
C.
User
*Group: | ALEXANDRIA-LAFAYETTE iy:)
User Info
[~ Program Administrator
I Accountant
* Last Name: [ Auditor
A *Email Address: |

[+ Alocation Coder

* Login Name:

[+ Restrict Allocation Assistant to velid and authorize

[~ Purchase Requester

[T Purchases

i
View Requesis
[~ Assigned to any Purchaser

[ Mot assigned to any Purchaser

Allocation Settings

Allocation Profile:

Default Group - { DOA-OSB-OPERATIONS )

Default Allocation Codes r All

Reporis ready for download: Dany
Pending tasks: | Daily

el e

Configuration changes: Dalry

If using the accounting function select



