Ordering Platform

ELSEVIER For Company Administrators

Quick Reference Guide: Adding Additional Users, Roles, and Approval Limits

Introduction

Adding additional users

Adding new roles and set permissions

Elsevier’s Business Ordering Platform offers a hassle-free experience
for purchasing ebooks and adding journal subscriptions. You will have
increased control over your product holdings, a convenient way to
manage and purchase content anytime, and the ability to instantly
react to the dynamic needs of health professionals, faculties and
students, ensuring the content is in place - at the right time.
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To open your account page, click the user icon in the top-right
corner of the page (next to the cart)

Company Administrators can add additional company
users to purchase products through the platform, and
add new roles with selected permissions and approval
limits

Your ‘My Account’ page will open.
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My Account

| My Account
My Purchase Orders

My Orders

TS EET Account Information

My Downloadable Products Contact Information User Role
Michelia Mason
ecrz26773@gmail.com

Edit Change Password

My Subscriptions Company Administrator

My Wish List

Sign Out

Address Book Address Book  Manage Addresses

Account Information Default Billing Address Default Shipping Address

Stored Payment Methods Michelia Mason

6220 Culebra Road

Gift Card

San Antonio, Texas, 78238
United States

T:41788 o 1223

T: 41788 o1 1223

Edit Address Edit Address

Roles and Permissions

Approval Rules My Recent Reviews  viewall

Distilled Spirits
Reward Points

Select ‘Company Users’ from the left-hand menu.
This will take you to the Company User screen.
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My Purchase Orders
Order by SKU

My Downloadable Products
My Subscriptions
My Wish List

Sign Out

Address Book
Account Information
Stored Payment Methods

Gift Card

Company Profil
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Add New User

JobTitle * | |

User Role * | Company user (purchasing rights only) v|

Company user (purchasing rights only)

Company user (Admin rights)

First Name *

\ Company user {view only)

Last Name *

Email *

rhene | |
Number *

Status | v|

Company Users
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Add New User

On the ‘Company Users’ screen, you'll
be able to manage the accounts of
users within your company

To add a new user, select the ‘Add New
User’ button. This will bring up a pop-up
window to allow you to create a new user.

Input the details of the user you wish
to add (all fields are mandatory, bar status)

From the drop-down, select the role which
you wish to assign the user to. There are
three role profiles set up, but you are also
able create new role profiles with specific
permissions (see right column in this
guide).

Pre-defined roles:

=  Company user (purchasing rights only)
= Company user (admin rights)

= Company user (view only)

The company user with admin rights
would give someone else the same admin
rights as you, the Company Administrator.

When ready, click ‘Save’.

The newly created user will now
appear on your ‘Company Users’
screen. To edit this user’s role, select
the ‘Edit button’ next to their account
profile

The added user will now receive a
welcome email from the purchasing
platform with a link to the store
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SR Roles and Permissions

Add New Role
Role Information
Role Name * ‘ ‘
Role PermissionsGranting permissians does not affect which features are availabe
‘merchant must enable features to make them available for your g
Expand All - Collapse All
A
[ sales
[ Allow Checkout
[ Use Pay On Account method
[ Vieworders
[ View orders of subardinate users
[ Quotes
1 view
[ Request, Edit, Delete
[ Checkout with quote
] View quotes of subordinate users
[ Order Approvals
[ View my Purchase Orders
L View for subordinates
(] View for all company
[ Auto-approve POs created within this role
[ Approve Purchase Orders without other approvals
[ View Approval Rules
[ Create, Edit and Delete
[ Company Profile

On your Account page select ‘Roles &
Permissions’ from the left-hand menu

From the ‘My Account’ page, select ‘Roles
& Permissions’ from the left-hand menu.
This will take you to the Roles &
Permissions screen.

From this page you’re able to view all
active roles across your company

To add a new role, select the ‘Add New
Role’ button.

You’ll be taken to the ‘Add New Role’
page. From this page you’ll be able to
name the new role & set the role
permissions

Permissions can be set at a group level or
an individual level. To set a permission
highlight the relevant box.

When you’re happy with the permissions
set for the newly created role click save.

You'll then be able to assign the newly
created role to company users as per the
process in the middle column of this
guide.

Questions? Visit the Elsevier Business Ordering Platform Support Center for FAQs or use our

webform to contact Customer Service.


https://service.elsevier.com/app/home/supporthub/b2b-ecom/
https://service.elsevier.com/app/contact/supporthub/b2b-ecom/
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Setting approval limits Setting approval limits continued

In addition to adding users and setting up new roles with selected
permissions, you will be able to set approval limits, i.e., decide how
much a user can spend on the platform, and specify who will be able to

On the ‘Create a New Approval Rule’ page: 6. Select the ‘Order’ total

approval purchases. 1. Create a ‘Rule name’, i.e. ‘Purchase limit - Engineer Department’. Ruletype * | OrderTotal -
o My Account On the Account page select 2. Add a description to explain the rule in more detail (optional).
‘ ’ . . . . o . Order Total * is more than 1000
Approval Rules’ from the left- 3. Select which roles this rule applies to. Selecting ‘specific roles’ will open - : -4 P
hand menu a drop-down menu.
. . . Requires approval from * _'5 mare than -
This will take you to the "Approval 4. Select the ‘Role Type’ from the drop-down menu. iz less than
Rules’ screen. e than or fqulatln to
I5 keSS than or equa

e
Applies 1o * O All roles
@ Spedific roles
T e On the Approval Rules screen, Seect ke - 7. Then select the approver and click ‘Done’.
R select ‘Add New Rule’ fi a
R Requires approval from * | Company Administrator |
— When doing that, new fields will ' o
S display for you to select. L] Compary e punccieg sghts i a
P Rule type * [L] Company user {admin rights 1 0f 3 seleczed selerall | Deselectall
A D Company user {view only)
R— |i| Company Administratar
Beward o Cancel I:m
— |:| Purchaser’s Manager

D Default User
My Account
My Purchase Orders CreOte NeW Approvg | RU |e ¢ ) Cancel m
5. Select the ‘Rule Type’ from the drop-down menu.
My Orders () Enabled
Order by SKU
Rule name * |
My Downloadable Products
My Subscriptions .
S— pren Ruletype * | Flease select -4 Your new rule has now been added.
e —
Order Total
Address Book P
Account Information ShiPFing CESt i A p p rOVG | R U | e S
Stared Payment Methods Appliesto * @ Al “Tles MNumber of 5KL= My Purchase Orders | |
() spedfic roles My Orders Rule Name Status RuleType  Created by Applies to Approver Actions
ae A Purchase limit - Engineer Department Enabled  OrderTotal  Michelia Mason  Default User  Company Administrator  Edit | Delete
My Downloadable Products
Company Profile Rule type * | Please select v . ) , oy b -
Companyscure In this example we chose ‘Order Total'. B
Company Users m e per page
Roles and Permissions
Approval Rules Address Book
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