How to Add New User through Users screen

Administrator users can create a non-origin user if Origin Integration is disabled on Company Configuration screen.

NOTE: Make sure origin integration is disabled on Company Configuration, otherwise, creation of new users will not be allowed.

Here are the steps on how to create a new user:

A WNPRE

. Log in as Admin user

. On user's menu panel, go to System Manager folder then click Users

. On Search User Entity screen, click New button. Create New Entity screen will appear

. Enter user details (Name, Contact, Location, Email, Phone, Address, Organization and Line of Business).

Details

Name

Contact

Location

Phone

Email

Search Address

This screen can be used to add a new Entity if no duplicate entity exists or
it can be used to check for Duplicate Entities and merge them.

irely-user

(236) 326-326
irely-user@test.com

Enter address to search...

Address Fort Washington Avenue ©
City MNew York State NY
Zip/Postal Country | United States ~
Time Zone {UTC-04:00) Eastern Daylight Time hd
Crganization Person v
Line of Business
7 ® Q | Ready
Field Description

Name Name of user entity

Contact Default contact name

Location Default location name

Phone Phone number of default contact

Search Enter partial or full address then select from the result, the following fields will automatically be filled: City, State, Zip/Postal,

Address Country, Time Zone

Organization

Person - Name will be automatically copied to Contact and Location Company - Contact and Location will be different from
the name

5. Click Find Duplicates button to open the Duplicate Entities screen. Duplicate Entities screen displays the list of entities that might be a
duplicate of the current entity you are creating
a. If there is no duplicate or you still want to create the entity, click the Add button
b. Otherwise, you can merge existing entities. See How to Merge Duplicate Entities for the instructions


https://help.irelyserver.com/display/DOC/How+to+Merge+Duplicate+Entities

6. All information entered in Create New Entity screen will be carried over to User Entity screen.

User - irely-user

New Save Search Delete Undo Additional -

Entty | User | General Messages  Activiies | Attachments
Name « Irely-user

ComtactName | v | irely-user

Class

Location Neme | = | lirely-user

Search Address Enter address to search...

Address Fort Washingan Avenue
|
City New York State
] ziprosi Country
4 Timezone (UTC-04:00) Eastern Daylight Time

Document Delivery

External ERP ID

[ Line of Business

il | Line of Business

Edited

Audit Log

APIKey 2-Step Verification ~Close

Origins

Suffix Es

Printed Name

NY

United States

Origination Date

irely-user

Entity Type | Custom | Crop Insurance

Phone  (236)326-325

mail= irely-user@rest.com

v Contact Information
+ Insert X Remove

Type®

10/18/2018 =

Internal Notes

/| Entity No
= Mobile

7 Tyges

Details*

1) of1

£ Refresh

7. Click the User tab and fill in necessary information. Make sure all required fields are filled properly.

User - irely-user

New Save Search Delete Undo Additional v

User

Security Policy =/ Default User Policy

User Options
Maximum Origin Screens Allowed 3
| Administrator User

Only Allow User to Post Transactions they created

API Key 2-Step Verification

Close

Entity General ~ Messages  Adtivities  Amachments | Auditlog  Origins
Detal | UserRoles | ExternzlMocule  Registeras Computers | Login History
Username «|irely-user
Password * Add Photo
User Role « ADMINISTRATOR v

Entity Type | Custom | Crop Insurance

VolPstudio Settings
Email
Password

Phone No Connect

Settings
Default Lecation
Contact Method

Dashboard Role

Change Password
v Apply X Cancel
New Password

Confirm Password

v | Tide

v | Depe

Disable User Store Manager JIRA Username

Date Format Mrdlyyyy ~ Number Format  1,234,567.89 -
Scale Station Selection

Approvals
Station ee

<+ Insert X Delete Export~ 58 Wiew~ |Filter (F3) ol
Date -

Require Approval For* Approver List
Operator
Filter Entity Types
X Delete Exporc» 58 View=  Filer (F3) ol
Entity Type Filter
7 @ O 248 | Edited HES 3 Refresh

Required fields on Entity tab:
®* Name
® Contact Name
® |ocation Name

® Email
Required fields on User tab:
® Username
® Password
® User Role

® Security Policy
8. Click the Save button. New user will be created.

Notes:

1. If the maximum number of users stated in the license has already been reached, this message will appear when trying to save "You have reached
the maximum number of allowed users". It will not be allowed to save.

2. If the maximum number of administrator stated in the license has already been reached, this message will appear when trying to save "Cannot
save. Maximum number of allowed Administrators reached.". It will not be allowed to save.



Here are the steps on how to create a new user:

1. Login as Admin user

2. On user's menu panel, go to System Manager folder then click Users

3. On Search User Entity screen, click New button. Create New Entity screen will appear
Entity -

New Save Search Refresh Delete Undo Additional ~  Archived Reports APIKey 2-Step Veri

Entity User General Messages Ac|
v € Create New Entity x
Name - | Entity No
Find Duplicates  Close

Contact Name - [— (3| Mobile o
Details
Entity Type User x
This screen can be used to add a new Enity if no duplicate entity exists or
Location Name |~ it can be used to check for Duplicate Entities and merge them. pes
Search Address Enter address to s¢| i
Name I
Address
Conract
Phone
Gity Email
Zip/Postal Search Address | Emer address o search.
Time Zone Address
Documen Delivery
External ERP ID
Ciry State
Line of Business Zip/Postal Country | United States -
Line of Business Time Zone e
Person
7

! B Ready Page 1) of1

4. Enter user details (Name, Contact, Email, Phone, Address and Zip/Postal).
| Create New Entity

Find Duplicates  Close

Details
This screen can be used o add a new Entity if no duplicate entity exists or
it can be used to check for Duplicate Entities and merge them.
Name iRely User
Contact Default Contact
Phone 22336652323
Email irelyuser@irely.com

Search Address | Enter address to search...

Address 452 Massachusets Avenue

City Arlingron State A

Zip/Postal 02474 Country | United States ~
Time Zane (UTC-04:00) Eastern Daylight Time ~
Person

? ':_:' :;’ Ready

Field Description
Name Name of user entity
Contact Default contact name
Phone Phone number of default contact
Search Enter partial or full address then select from the result, the following fields will automatically be filled: City, State, Zip/Postal,
Address Country, Time Zone
Person If checked, the entity is a person If unchecked, the entity is a company

5. Click Find Duplicates button to open the Duplicate Entities screen. Duplicate Entities screen displays the list of entities that might be a
duplicate of the current entity you are creating
a. If there is no duplicate or you still want to create the entity, click the Add button



b. Otherwise, you can merge existing entities. See How to Merge Duplicate Entities for the instructions
6. All information entered in Create New Entity screen will be carried over to User Entity screen.

Entity - iRely User

New 5Save Search

Refresh Delete Undo Additional ~

Enticy

User General Messages Activities(0) Attachments(0) = AuditLog (0)
Name = iRely User
ContactMame | = iRely User Suffix
Entity Type User x 3| Class
Loction Name |+ iRely User Printed Name

Search Address Enter address to search..,

Address 452 Massachusetts Avenue

City Arlingron State MA
Zip/Postal 02474 Country | United States
Time Zone

(UTC-04:00) Eastern Daylight Time

Document Delivery

Extzrnal ERP ID

Line of Business

Line of Business

[-] Edited

Archived Reports APl Key  2-Step Verification

iRely User

Origination Date

Close

Origins ~ Custom | CropInsurance

Phane 22336652323

Email |irelyuser@irely.com

~ | | Contact Information
+ Insert % Remove

Type*

71372017

Internal Notes

| Entity No

Mobile

7 Types

Detzils™

Page 1 of1

7. Click the User tab and fill in necessary information. Make sure all required fields are filled properly.

Entity - iRely User

New Save Search

Refresh Delete

Undo Additional ~ Archived Reports APIKey 2-Step Verification Close
Entity | User = Genersl ~Messsges = Activities(0) Attachments(0) = Auditlog(0) Origins = Custom = Crop Insurance
Detail | UserRoles | External Module = Registered Computers | Login Histary
Username + iRelyUser VolPstudio Settings Change Password
Password AddPhote || Email v Apply X Cancel
User Role ADMINISTRATOR v Password New Password
Security Policy  * Default User Palicy hd Phone Mo Connect | | | Confirm Passwerd
User Options Settings
Maximum Origin Screens Allowed 3 Default Location ~  Title
 Administrator User Contact Method v Dept
Only Allow User to Post Transactions they created Dashboard Role v
Disable User Store Manager JIRA Username
Date Format v | Number Format ~
Scale Station Selection
Seation Approvals
e + Insert X Delete B3 View | Filter (F3) b
Require Approval For Approver List
Qperator g EE i
Filter Entity Types
X Deiete  BRView  Fileer (F3) el
Entity Type Filter
7 B=] Edited Page 1| of1
Entity tab:

1. Name

2. Contact Name
3. Location Name
4. Email

User tab:

5. Username

6. Password

7. User Role

8. Security Policy
8. Click the Save button. New user will be created.

Here are the steps on how to create a new user:

1. Log in as Admin user

2. On user's menu panel, go to System Manager folder then click Users


https://help.irelyserver.com/display/DOC/How+to+Merge+Duplicate+Entities

3. On Search User Entity screen, click New button. Create New Entity screen will appear
Entity -

New 5Save Search Refresh Delkete Undo Additional Archived Reports APIKey 2-StepVerification Close

Entity | General User ~Comments{0) —Atachments{0) = Messages | Custom | AuditLog (0)

Name: Create New Entity Bl ¢ Entiy No:

Contact Name - Add  Find Duplicates  Close Mobile: &

Location Name - m

Address: 9 This screen can be used w add a new Entiy if no duplicats enty exists rees
or it can be used to chack for Duplicate Entities and merge them. =

Zip/Postal: Name:

State/Province: Consact

Timezone Emall:

Document Delivery: Zip/Postal: v

Prine 1099: 1099 Name: Country:  [Philippines N

1099 Form: Prone:

fr— Addrass:

Federal Tax ID:

W Signed:

Internal Notes:

@ €
4. Enter user details (Name, Contact, Email, Phone, Address and Zip/Postal). Then click Add button.

0 Ready Page | 1| of1

Create New Entity

Add | Find Duplicates Close

Details

This screen can be used to add a new Entity if no duplicate entity exists '
or it can be used to check for Duplicate Entities and merge them. |1

Name: user(01

Contact: userd01

Email: user(01@irely.com

Zip/Postal: 1227 w

Country: Philippines -

Phone: | 111-22-22

Address: Ayala

@ © O Ready

Optionally, user may skip this part and click Close button to move to User Entity screen.



5. Allinformation entered in Create New Entity screen will be carried over to User Entity screen.

Entity - user001

New Save Search Refresh Delete

Entity | General = User = Comments (0}

Name: user001

Contact Name ~ | | user001
Location Name | -

Address: ® [Ayala

Zip/Postal: 1227

State/Province: NCR
Timezone:
Document Delivery:
Print 1099: 1099 Name:
1099 Form:

1009 Type:

Federal Tax ID:

W9 Signed:

Internal Notes:

@ e o
& v

[ Edited

Undo Additional

Archived Reports APl Key  2-Step Verification

Attachments(0) | Messages = Custom AuditLog (0)
Phone:
Email: (<] user001@irely.com
Origination Date: | §/22/2016 Contact Information
+ Insert X Remove
Type
v Citys Makati
Country: | Philippines e
Entity Type
~I| 4 Insert X Remove
e Entity Type
User

f| Entity No:

Mobile:

7 Types

Details

Page | 1 of1

6. Click the User tab and fill in necessary information. Make sure all required fields are filled properly.

Entity - user001
New Save Search Refresh Delete

User

User Options

Maximum Origin Screens Allowed

| Administrator User

Disable User

Filter Entity Types
X Delete BB Layout

Entity Type

@

[ Edited

Undo  Additional

Entity  General Comments (0)
Detsil | UserRoles | External Module
Username: user001
Password: e
User Role ADMIN
Security Policy Default User Palicy

Attachments(0) | Messages

Registered Computers

Only Allow User to Post Transactions they created

Custom

S

Archived Reports APl Key 2Step Verification  Close

Audit Log (0)

Filter

VolPstudio Settings
Email:
Password:

Phone No: Connect

Settings

Default Location
Contact Method:
Dashboard Role:

Administrator

JIRA Ussrname:  Test User

Date Formar: Midlyyyy
Approvals
+ Insert X Delete 88 Layout

Require Approval For

Q, [Fiiter

Change Password
v Apply X Cancel
New Password:

Confirm Password:

~ | Title:

v | Dept

Number Format: |1,234,567.89

Approver List

Page 1) of1

Entity tab:

1. Name

2. Contact Name
3. Location Name
4. Timezone
User tab:

5. Username

6. Password

7. User Role

8. Security Policy

7. Click the Save button. New user will be created.

1. Log in as Admin user

Here are the steps on how to create a new user:

2. On user's menu panel, go to System Manager folder then click Users




3. On Search User Entitz screen, click New button. Create New Entitx screen will appear
Entity - A~ O X

New Save Search Refresh Delete Undo Additional - Archived Reports APIKey 2Step Verification Close

Entity | User ~Comments (0} Attachments(0) ~Messages Custom | AuditLog (0}
Name: Phone: Entity No:
Contact Name | v Email: [ Mobile:
Location Name |« Create New Entity
Address: © Add  Find Duplicates  Close & Types
— Details

Details

Zip/Pastal: This screen can be used to add a new Entity if no duplicate entity exists
or it can be used to check for Duplicate Entities and merge them.
State/Province:
Timezone: Name:
Prin 1099: 1099 Name: | | Comtact
1099 Form: Email:
1099 Type: Phens:
. Remove
Federal Tax ID: Address:
W9 Signed:
Internal Notes: Zip/Postal: o
® B O Resty
User Portal
Portal Access: | | Portal Admin: User Role
Page 1) of1

4. Enter user details (Name, Contact, Email, Phone, Address and Zip/Postal). Then click Add button. Optionally, user may skip this part and click
Close button to move to User Entity screen.

Create New Entity

Add Find Duplicates Close

Details

This screen can be used to add a new Entity if no duplicate entity exists
or it can be used to check for Duplicate Entities and merge themn.

Marne: User A

Contact: Uszer A

Ermnail: usera@est.com
Phone: 444-4444

Address: Ayala

Zip/Postal: 1227 ]

® @ U Ready




5. All information entered in Create New Entity screen will be carried over to User Entity screen then fill all other information.
Entity - User A

New Save Search Refresh Delete Undo Additional v Archived Reports APIKey 2-StepVerification Close

Entty | User ~Comments(0) = Attachments(0) —Messages | Custom | Audit Log (0)
Name: User A Phone: |444-4444 Entity No:
ContactName |~ | UserA Email: [~ usera@test.com Moabile:
Location Name |~ | | User A Origination Date: | 04/18/2016 E| | Contact Information
Address: G Ayala + Insert % Remove 7 Types
v Type Detalls
.
Zip/Postal: 1227 v | Ciy: Makati
State/Province: NCR Country: | Philippines v
Timezone: [(UTC-11:00) Coordinated Universal Time-11 [~]
Print 1099: 1099 Name:
1088 Form: v
Entity Type
1098 Type: v S
+ Insert X Remove
Federal Tax ID:
Entity Type
WO Signed:
User
Internal Notes:
User Portal
Portal Access: [ Portal Admin:
@ G [=] Edited Page 1) of1

6. Click User tab and fill in necessary information. Make sure all required fields are filled properly.
Entity - User A

New Save Search Refresh Delete Undo Additional -~ Archived Reports APIKey 2Step Verification Close

Entity | User | Comments(0) = Attachments(0) | Messages | Custom | Audit Log (D)

Detail | UserRoles | External Module  Registered Computers

Username: User A Change Password

Password: Q
[

Title: Test

Contact Method: | Email -

Department: Test

User Options Settings
Maximum Number of Origin Screens Allowed 3 Default Role: ADMIN ~

Allow User to only Post Transactions they created
| Administrator User

Disable User

User cannot change password

User must change password on next login

@ © O 4 Eded

Default Location:

JIRA Username:

Dashboard Role:

Approvals

X Delete 83 Layout Q |Fi

Require Approval For

Page

1 of1

Entity tab:

1. Name

2. Contact Name
3. Location Name
4. Timezone
User tab:

5. Username

6. Password

7. Default Role

7. Click Save button. New user will be created:
Here are the steps on how to create a new user:

1. Log in as Admin user



2. Onuser’'s menu panel, go to System Manager folder then click Users
3. On Search User Entity screen, click New button. Create New Entity screen will appear

Entity -

| New Save Search Refresh Delete Undo Additional -  Archived Reports APIKey Enable Two-Step Verification Close
Entity | User Comments(0) = Amachments(0) = Custom Audit Log(0)

| Name:

Entity No:
Contact Name | = Email: (=] Phane:
Location Name | = B A X
Address: @ Add  Find Duplicates  Close

Dewis |
ZipfPostak: | This screen can be used to add a new Entity if no duplicate entity exists or it can

be used to check for Duplicate Entities and merge them.
State/Province:

Name:

Alt Phone:
! Contact:

Mabile:

Email:
Website: &

Phone:
Timezone:

Address:
Internal Notes:

Zip/Postal: -

@ 9
5

@ [ Ready

Page 1| of1

4. Enter user details (Name, Contact, Email, Phone, Address and Zip/Postal). Then click Add button. Optionally, user may skip this part and click
Close button to move to User Entity screen.

Create New Entity

Add  Hrd D

Dhails

This screen can be used to add a rew Ensicy if o duplicane encity esists of it can
be used to chedk for Duplicsts Entties snd mergs them.

Marne: Testlser

Contace Testlloer

Eimuai testuser@irely. com

Phzme: 539-477-996

Address: Ayala Aue

ZipdPasta 1227 e
':__:: o Ready




5. All information entered in Create New Entity screen will be carried over to User Entity screen:
Entity - TestUser

New Save Search Refresh

Delete  Undo Additional » Archived Reports  APIKey Enable Two Step Verification Close

Entity | User Comments(0) Attachments(0) Custom  Audit Log(0)

|| Neme: TestUser Entity No:

ContactName |+ | |TestUser Email: [=] |testwser@irely.com

Phone: 639-477-096

Location Name |~

Entity Type

Address: 0 | Ayala Ave + Insert % Remove
Entity Type
User

Zip/Postal: 1227 ~ | City: Makati

State/Province: NCR Country: | Philippines v

| e prene: AltEmail:

Mabile: Fax:

Website: &

Timezone:

Internal Notes:

@ & O B4 Edited Page 1| of1

6. Fill all other information. Click User tab and fill in necessary information. Make sure all required fields are filled properly.

Entity - TestUser

A~ O x
New Save Search Refresh Delete Undo Additional - Archived Reports APIKey —Enable TwoStep Verification Close

Entity | User Comments(0) Attachments(0) Custom  Audit Log(0)

Detail | UserRoles | External Module

Registered Computers
Username: testuser Change Password
Title: Manager Q
[~
Contact Method: | Email v
Department T
Password:
User Options Settings
Maximum Number of Origin Screzns Allowed 3

JIRA Username:

Allow User to only Post Transactions they created Dashboard Role:

~ Administrator User Default Location:

Disable User Default Role: ADMIN

User cannet change passward

User must change password on next login

Approvals

X Delere 88 Layout Q. |Filter Rec

Require Approval Far

@ @ O = Edited

Page 1 of1

Here are the steps on how to create a new user:
Make sure origin integration is disabled on Company Preferences, otherwise, New toolbar button will not appear

1. Log in as Admin user
2. On user's menu panel, go to System Manager folder then click Users



3. On Search Users screen, click New toolbar button. Create New User screen will appear

5 Users 2|3|x

s w AW & e RO

New Save Search Undo Delete Change Password Override Password APIKey Close
Settings | External Module

Usemame: Full Name: User Role: >

User Options Settings

£ Create New User 2%
Maximum Number of Origi

[C] Allow Userto only Post | |5 3§
[ Administrator User OK  Cancel v
] Disable User e ~

[7J User cannot change P2 | pasaword:

(7] User must change P253  Confim password:

Full Name:

Email:

@ 2 | Ready

© 2 ) 0] Ready Page of 0
4. Enter user details (Username, Password, Confirm Password, Full Name and Email). Then click OK toolbar button.

%) Create New User &%

i|—@ %

oK | Cancel

il
Username: TestUser
Password: sass

4 Confirm Password: | esss
5 Full Name: Test User

Email: testuser@irely.com

@ 2 '/ | Ready

5. Click Save toolbar button. New user will be created:
5 User - TestUser BEIE

al ¥ =5 3)» l)’ R@

Search Undo Delete Change Password Override Password APIKey Close

Settings | External Module

Usename: | TestUse Full Name: | Test User User Role: | USER v
User Options Settings
Maximum Number of Origin Screens Allowed 3 Email Address: | testuser@irely.com
Allow User to only Post Transactions they created JIRA Username:
[ Administrator User Dashboard Role: v
[ Disable User Default Location: v

[] User cannot change password

[T user must change password on next login

@ D ) 2 Ready Page 1) of1

Here are the steps on how to create a new user:

1. Log in as Admin user
2. On user's menu panel, go to System Manager folder then click User Security



3. On Search User Security screen, click New toolbar button. Create New User screen will appear

3 User Security BIEIES
w5 & y 3

0 & ﬁ Log (53 Ly
New Save Search Undo Delete Change Password Override Password Close

Settings | External Module {
Username: Full Name: User Role: ~

5 £ Create New User 2%
User Options

Maximum Number of Origi @ ®

0K Cancel

[] Allow User to only Pos|

[C] Administrator User Username: .
[T Disable User Password: =

[] User cannot change p3 | Confirm Password:
[T User must change pasg | Full Name:

Email:

@ & | Ready

@ 0 ) Ready Page of 0
4. Enter user details (Username, Password, Confirm Password, Full Name and Email). Then click OK toolbar button.

) Create New User Y

i| @ %

oK Cancel

1 i
Username: TestUser
Password: sass

4 Confirm Password: |ssss

¢ Full Name: Test User

Email: testuser@irely.com

@ 2 )| Ready

5. Click Save toolbar button. New user will be created:

5 User Security B

& ) ) 3} l) i

Search Undo Delete Change Password Override Password  Close

settings | External Module

Usemame: | Testlse Full Name: | Test User UserRole: | USER v
User Options Settings
Maximum Number of Origin Screens Allowed Email Address: | testuser@irely.com
[C] Allow User to only Post Transactions they created JIRA Usemame:
(] Administrator User Dashboard Role: >
("] Disable User Default Location: v

[] User cannot change password

[C] User must change password on next login

@ 3 Ready Page 1) of1

Here are the steps on how to create a new user:

1. Login as admin user



2. On user's menu panel, go to Admin folder then select and double click User Security

d »we

Profile  LogOut  About

ﬁsyduumsemmv

BEIE

Henu E

New Ownsdemsd Refresh | Close

1 T TR

A

£ tome

P [Filter Records (F3)

| 29 records

3| Favorites
3 —Admin
[-= User Roles

[=JReport Manager
(5] Motor Fuel Tax Cycle.
=) Company Preferences
[E)starting Humbers
(5 custom Fields
@] Utitties
@[] Commen Info
@[] Dashboard.
] General Ledger
[ Tank Management
] Cash Management
] Accounts Payable:
8 Accounts Receivable
1] Help Desk
(& [ Tnventory.
3 Payroll

User Name
AGADMIN
AGDEMO
ac

saale

Jan

BWARD
KEVIN
DASHBOARD
Ecom

KM
NICHOLAS
PTADMIN

RHONDA
SSTADMIN
SSTDEMO
sTore
TEsT

38

Email

sales@iRely.com

blythe@harveymilling.com
kevin. hammer@irely.com
todd.renner@irely.com
kane sainwater@irely.com
kim higginson@irely.com
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& | Ready

| Copyright © 2014 iRely, Al rights reserved
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3. On Search User Security screen, click New toolbar button

. Create New User screen will appear

| User Security

BICIES

owa¥in b [ O

MNew Save Search Unde Delete Change Password Override Password

[ Settings " Menu Permissions ‘

Username: | | Full Name: | | User Role: | |V|
— L) Create New User BIES

Maximum Number of Origin Scr gl =" |
Allow User to only Post Tran Ok Cancel |
Administrator User Usemame: | | |v|
Disable User Password: | | |v|
User cannot change passwo Confirm Password: | |
User must change password|  Full Name: | |

Email: | |

@ ¢ | Ready
© © )| Ready 4 4 | page of 0| b bl

4. Enter user details (Username, Password, Confirm Password, Full Name and Email). Then click OK toolbar button.

\uJ Create New User

2]

Lol e
QK Cancel

Username:

Password:

Full Name:

Email:

Confirm Password:

TestUser

Test User

testuser@irely.com

@ O /| Ready




5. Click Save toolbar button. New user will be created:
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