ARIZONA

PROCUREMENT PORTAL
QUICK REFERENCE GUIDE

APP Agency Admin - Add User

This document is a quick reference guide for admins to add, delete, and modify users in the Arizona Procurement
Portal (APP).If you have any questions, please contact the APP Help Desk at app@azdoa.gov . Additional resources
are also available on the SPO website: https://spo.az.gov/

The Arizona Procurement Portal provides administrative users the ability to add, delete, and modify organizational
level addresses.

Adding a User

1. Once logged in to APP, navigate to the Admin header tab and select Browse Users .

Browse Users 1

2. Click the Create new user button.

Keywords Type Filter by profile Supplier

[ 987454 H Internal contact - H v H v l- Reset

Filters HKeywords: 987654 x  Type: Intermal contact x  Login status: Active x  Limit to my organizations : =

2

‘ 0 Record|s)

3. Add the user's EIN number in the Login field.
4. |If your agency uses OKTA, select SSO.

5. If your agency does not use OKTA, select Password.

Login

Login®
[ 123456 l 3

Authentication mode

@ Password O 550

5 4
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6. Inthe Identity section, complete all required fields identified by a red asterisk (*).

Identity

Gender First Mame ™ Owner Last Name *
| -l |

Email*

| @

Position &0

| N

Status

l Active o- ]

Delegated Amount (Sourcing Events)

Value

I

7. Inthe Phone section, input the phone number where the user can be reached if necessary.

Phone

Phone

L 14

L]

Fax

L

8. Inthe Address section, complete all required fields identified by a red asterisk (* ), with the user’s work
address information.

Address

Address Label

Address Line 1) Address Line 2
Search for an address.. &

l [ 1 @
" 2] |

Latitude Longitude

Supplier

Phone Number*

Keyozardshommuts | Mspdesm 82023 Tenma of Use
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9. Select the applicable APP function roles in the Internal Profiles section.

Intermal profiles

O agency sam
O anabt pew)
O &FManager
O &P sugersor
O &P Technician
O approver

O swditer

O ceo

O cro

O Cooperative Frogram
Manager

O Descusignam
O =

Exeutive: Dashioand
Wi

O Finance

O ceosae

|:| Group Controler
O mquiry

O Plarnes Wveatany
Mlanager

O Procurement 0

O Procurement 1

O Pmocwrement 2

O Procurement 3

O Receiver

O Regional Controiler

O meduester

O mequester jon Behat OF
O Requester SFO

o Revuesher-3rd Party
Finanding

O stabewide Frocusement
O statewice SRk

O Tax Auditor

O Treasury Accountant
O wniversign ar

10. Click Save at the top of the page.
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11. Select the Orga.Perimeter left margin tab. This allows you to select the proper agency, division,
department and site, providing access to department specific documents.

User control

e

User preferences

Motifications

Orga. | perimcmr‘

Commodity perimeter

7
=
@

I |

Cost centers

Prograims

12. Make all applicable selections.
13. Select the Organizational hierarchy box to automatically select the geographical and legal hierarchy.

14. Select the proper organization.
15. Select Commodity perimeter.

User control

e

User preferences

Motifications

# N o

Orga. perimeter

Commodity perimeter ‘

Cost centers

e g u

Programs
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16. Select Check All.

W Orga. perimeter

[w] Walid entities only

16 ECheck all
M Programs D& 20000000 - Mining and Well Drilling Machinery and Accessories
D][~ 23000000 - Industrial Manufacturing and Processing_ Machinery and Accessories
D:h 31000000 - Manufacturing Components and Supplies
&~ 32000000 - Electronic Components and Supplies

)& 41000000 - Laboratory and Measuring and Observing and Testing Equipment
D:r 51000000 - Drugs and Pharmaceutical Products

D:[—- 52000000 - Domestic Appliances and Supplies and Consumer Electronic Products

17. Click Save & Close at the top of the page.

If your agency utilizes OKTA, send a request to IT to have APP integrated into the user’s OKTA account. This negates
the need for a password.

1. When signing in with OKTA, select Arizona Procurement Portal from the user dashboard to log in
automatically.

okta oo

A MyApps
My Apps Sort ¥

@ Work

Work

Add section @

& Notifcazons (D B G ™ o B ARIZONA

88 Addapps Arizona

G Suite Sites G Suite Account G Suite Mal G Suite Drive G Suite Calendar Procurement Porta..

KnowBe4  ARIZONA 0 ©) © ©

Arizona AD - ServiceNow - AZNET - AZNET - AZNET -

KnowBe4
Procurement Porta..

Production Expressway Cluste... Expressway Cluste.. Expressway Cluste..

@ Add section 1
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2. If your agency does NOT use OKTA, click the envelope icon from the browse users page to send the new
user an email to create a password.

< D 1 Browse Users
a Keywords Type Filter by profile Supplier
[ et 0+ || 3l - P e
Filters Type: Internal contact %  Login status: Active x
8 Login Status
OF &~ 023241 =8 q Analyst (View) / Inguiry Active [

Resources

Click the link below for more information on Agency Admin processes in APP:
https://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrade/app-agency-a

dmin-grgs-176
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