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If you need to set up certain users to have access (or restrict access) to certain functions in your

system (i.e. a production user does not have access to financials), you can accomplish this using

authorizations.

NOTE: We strongly suggest that you only make one or two changes at a time, then test and verify

that these settings work. Making too many changes at once can make it harder to troubleshoot an

issue if a user has access issues.

Also, when setting Authorizations for new users, it is recommended to copy Authorizations from a

like user.

Step-by-step guide

Go to Administration->System Initialization->Authorizations>General Authorizations
Choose your user code that you wish to edit

On the right hand window, give Full Authorization, Read Only or restrict it with No
Authorization, to one of the main areas in the Subject column. Furthermore, you can
expand it to give Authorizations to certain sub-areas of the Subject column

5 Administration
[ Choase Company G Open Documents
Exchange Rates and Indexes = =] = = =
= e [E] sales Quotations [ZZ] sales Orders [E] peliveries [E] AR mvoices [E] AR Credit Me
[E=7 System Initialization == A T E=E
O Company Details
O General Settings Find |
AVo1 - Subject Authorization
el i C &t | b Genersl Full Authorization
Authorizations BIWS P Customization Tools Full Authorization
E‘ A b Administration Full Authorization
[ General Authorizations o e ¥ Financisls Various Autharizations
= = Re Chart of Accounts Full Authorization
[ Additional Authorization Creator oLoL = i S
[ Data Ownership Authorizations 9 oMot P Journal Entry 3 Full Authorization
FROL Journal Vouchers Full Authorizstion
[0 Data Ownership Exceptions oMot Posting Templates Full Authorization
Recurring Postings Full Authorization
3 Decument Numbering AR M| Reverse Transactions Full Authorizstion
[ Document Settings o I Exchange Rate Differences Full Authorization
IMOL Conversion Differences Full Authorization
[ Print Preferences 1001 1022 Editing Full Authorization
Financisl Report Tempistes Full Authorization
1501
LT — SO Full Authorization
1 E-Mail Settings P Ficed Assets No Authorization
Skt ¥ Internal Recanciiistions Full Authorizstion
B3 Opening Balances manager } Budget Setup Full Authorization
MTOL P GCost Accounting Full Authorization
5 Implementation Center ROOL P Financial Reparts Full Authorization
Setup e ¥ Sales Opportunities Full Authorization
P Sales- A/R Various Authorizations
Data Import/Export SBoL ¥ Purchasing - A/P Full Authorization
TWoL [l
Utilities
Wz -
5 Approval Procedures Max. Discount - Sales 100,000
Max, Discount - Purchase 100,000
ES License
Max, Discount - General 100,000
ES Integration Service
[] Mzx. Cash Amount for Incoming Payments
B add-ons Full Authorization H Read Only ‘ e
5 vkl v
O Alerts Management 7 5
BT Onby d -

Orchestrated Support 1
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An example of what kind of authorizations should be set is giving the production team access to all
the functions related to production & inventory, with limited access to ltems, BOMs, POs., but not
other areas in your system.

Now whenever that user tries to access an area

they have no authorizations to, they will receive this message:

e Only a Super User or Power Users with the proper authorizations will be able to make
these changes

e Some authorizations are dependent on others, you'll want to review the How To
Authorizations file to see how it will be affected

e You can copy authorizations from one user to another by pressing and holding down
the user code for one user and dragging it onto another (this is useful if two users
perform the same or similar job functions)

e If you don't know what user code is associated with which user, go to
Administration->Setup->General->Users. In the new window, switch to find mode with
the binoculars on the menu bar. Then type in ™' in the User Code field and press Find.
That will bring up the Username associated with the User Code (See Screen Shot)
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