Instructions for Authorizers on Setting Up Users
In ASTRA/eProcurement

Step by step instructions on authorizing users for eProcurement access through
ASTRA by giving them roles of Preapproved Preparer, Approver, Watcher.

Astra/eProcurement User roles are only for people who will need to Approve,
Watch or who are pre-approved to make purchases. Users typically will have one
role but can have two or all three of them.

Anyone with a UWNetID can logon and enter requisitions in eProcurement without
an Astra role, those requisitions will route to the corresponding Approver in the
department and will become a Purchase Order upon final approval.
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Access ASTRA. Click on Log in now to manage authorizations
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Welcome, LIZA PLOTKIN Hews

You have created 6250 ASTRA Autharizations since 03401/2004. + FDI Designee role merged into Unit Staff role.
* Managing auths created by others is easier

Getting started ... » What's new in ASTRA 2.07

1 Search and edit existing authorizations (this is often a good place to

start) OR Create a new authorization Saved Searches

2 Review the Pending Changes in your Cart. Your cart will be saved until
you either clear it or check out, even if you close your browser,

3 Check out so that your changes take effect. You will be given an
opportunity to notify people of the changes
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Click on Create New Authorization
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Identify User by Name, UWNetld or EID. Click on Find & Verify.
If you can’t find the user, click on Show Advanced Filter Options & then on the
Unfiltered button.
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This user will be authorized for all three roles. Having all three roles is not
necessary.
Choose eProcurement for Application and Approver for Role.
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Choose Budget or Organization under Limit.
Type budget or org code. Click on Find & Verify.
Select a dollar limit. For the limit over $3,000 click on Access to all dollar limit values.
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Click on User under ASTRA Role. Click on OK, Add Another.

One authorization will be added to your cart.

Repeat the same steps for entries with additional budget(s)/org. code(s) or for
different dollar limit(s) if needed. Otherwise, proceed to the next role.
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Choose Preapproved Preparer under Role & Budget or Organization under Limit.
Type budget or org code. Click on Find & Verify.

) = | W htps:fjucs.admin.washington. edufastra/securlD/createuthe. aspx?g=6472{ D6 -F630-4624-bade- 35861256330 #| 8 [|#2][%] |Live search |2~
(& P g P |2

° Fle  Edit View Favorites Tools Help

w R |WASTRA&raquu;

‘ B~ B o= - [Brpage + (G Took - =

Limit: =
QOraanization | Dollar Limit | %

T = = = 2
iP\ease enter organization code or description ‘ Find & Verify

1 organization selection: multiple organization selections allowed » clear

iZati Code O
[Remove | 2080302025 ECOMMERCE

O Access to all dollar limit values
@) Access to specific dollar limit values

» clear

R

1 dollar limit selection: only one dollar limit selection allowed » clear
Dollar Limit

[Remove | 0-2000

ASTRA Role:[Help]
[CJuser [ Authorizer || Delegator

Effective Dates:

|r12i2008 1o [NoEndDate |

OK,proceedtocart | OKaddanother | Cancel

& Local intranet

Select a Dollar limit for the entry.
Click on OK, add another. The 2nd authorization will be added to your cart.
Repeat the same steps for entries with additional budget(s)/org. code(s) or for
different dollar limit(s) if needed. Otherwise, proceed to the next role.
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You have ADDED 1 authorization to your cart. To commit the 2 items in your cart, you must check out.
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* How do | delete an .
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‘Limit's?

s Can | create Application
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Choose Watcher under Role & Budget or Organization under Limit.
Type budget(s) and/or org code(s). Click on Find & Verify.
Create a multiple list of budgets and/or org codes if needed.
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What is an Authorizer?
How do | delete an
authorization?

How do | find the person
| want to authorize?
What is the difference
between application,
role, and action?
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authorization for multiple
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All eProcurement Authorizations have been created. Click on OK, proceed to cart.

Typically, the user has one or two roles but may have all three as in this case.
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FAQs
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* | want to send someone LIZA PLOTKIN
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How can | do that? ‘ N ; I_I 3 P u
» What's up with the View:  Normal ~ Sort: - | Person’s Last Name | v

shopping cart? Remove|  TOM BURNS eProc (eProcurement) Effective 8/12/2008
+ What is a SecurlD? USER Watcher/ Watch Authority: Active

+ What is Ownership? Action: Organization: 2080302026 ECOMMERCE
» Will everyone in the cart ADD
see my note? Remove TOM BURNS eProc (eProcurement) Effective 8/12/2008
+ More AUTHORIZER Preapproved Preparer/ PreAuthorize Authority: Active
Action- Owner: LIZA PLOTKIN Qrganization: 2080302026 ECOMMERCE
ADD Dollar Limit: 0 - 2000 0 - 2000
Remove TOM BURNS eProc (eProcurement) Effective 8/12/2008
USER Approver/ Approve Authority: Active
Action-  Owner: LIZA PLOTKIN Budgst: 1437560 EPROCUREMENT
ADD Dollar Limit: 0 - 2000 0 - 2000

Owner: LIZA PLOTKIN

Clear Cart
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If Notification & Ownership options need to be changed, click on the corresponding

button. Otherwise, click on Checkout Now.



