Vendor Management Site Permissions

Pre-KIDS currently allows an administrator account (whose User ID is a 9-digit tax ID) to create “child
accounts” for other staff members. These child accounts have selective access to the main tabs (Invoice,
Enrollment, Budget, etc.)

Pre-KIDS now allows administrator accounts to delineate which child accounts can access the Vendor
Management utility under the Miscellaneous tab. A single child account may have access to none, one, or
multiple sites.

In order for a child account to access to the Vendor Management screen, the account must already have
access to the Miscellaneous tab. If you need assistance adjusting permissions to the main Pre-KIDS tabs,
please contact your Operations Analyst.

NOTE: As of 10/13/17, in order for any child account to access the Vendor Management screen, the
administrator account user must complete the following steps to grant permission(s).

Directions

1.) Select Vendor Management under the Miscellaneous tab (Figure 1).
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Figure 1: Selection of Vendor Management utility

2.) Under the Site User section, select “Add New User” (Figure 2).

Student Attendance | Invoice | Enrollment | Budget Fiscal Yeal
Vendor Profile Go To Site Profile
Vendor Id : 113050340 Vendor Name : YELED WYALDA EARLY CHILDHOOD CENTER
Address 1 : 1312 38th STREET Address 2 :

City/Town : BROOKLYN State : NY
Zip : 11218 Phone : 718-686-2452
Email Id : mgips@yeled.org Website : wiwwr.yaled.org
Fiscal Year :[2017 - 2018 o Add/View Comments
Vendor Type : Allowed Invoice Certification : Ono @ves
Allowed Attendance Certification :  (ONo  @vyes Active : One  @ves
Umbrella Organization : One  Orves
= Vendor Staff o Add New Staff
Contact Name Designation Phone # Fax # Email Action
WAYNE GOLDBERG Executive Director (718)686-3504 wgoldberg@yeled.org @ *
= Site User - Add New User
User ID | First Name Last Name Email Sites Action

. ) KBGI, KBIS, KBIO, KBOQ, KBVO, KBVX, KEXU, KBXV,
IDUPK Jasmine Dhaliwal jdhaliwal@schools.nyc.gov RAGC, RAGD @ >
UPKUAT UPK UAT JBAUTISTAZ@SCHOOLS.NYC.GOV x
Yeled1l FREIDA BOMRIND fbomrind @YELED.ORG RAGD F =
Yeled22 MELODY LENZA MLENZA@YELED.ORG KB1O, KBOQ, KBXV >

Figure 2: Add New User button



3.) A dialogue box will open. Select the User ID drop-down to identify the child account you would like to
assign site-level permissions (Figure 3).

User ID ; -- o8t -- Email :
JOTEST Last Mame ;
Yeled

Yeled12 [ lkeio [Okeis [keer [Irasc [Clkexv  Okewx
Sibes ; YWeledld

yeled?
YWeled20
Yeled21
Yeled25
YWeled25 B save
yelad3 e

First Name ;

Figure 3: Identify child account from User ID drop-down

4.) All Site IDs mapped to your vendor account will display next to “Sites”. Select any and all sites you would
like this child account to access under Vendor Management. Click the Save button to update the user’s
permission (Figure 4).
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Figure 4: Selection of sites for child account to access under Vendor Management
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NOTE: If you remove all checked boxes for a child account user but the account still has access to the
Miscellaneous tab, the account will be unable to access site-level information in Vendor Management
(Figure 5).
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Figure 5: Inability to select a Site ID when no site-level access has been granted to the child account



5.) If you need to edit the permissions for an existing Site User, use the [Z button. This will allow you to
select/de-select Site IDs (Figure 6).

= Site User o Add New User
User ID First Name Last Name Email Sites Action

. . . . KBGI, KBIS, KB1O, KBOQ, KBVO, KBVX, KBXU, KBXV,
JDUPK ] Dhaliwal dhaliwal hools.nye. ! ! ' ! ! ! ! !

asmine aliwal jdhaliwal@schools.nyc.gov RAGC, RAGD

UPKUAT  UPK UAT JBAUTISTA3I@SCHOOLS.NYC.GOV
Yeledll FREIDA BOMRIND fbomrind@YELED.ORG RAGD
Yeled22 MELODY LENZA MLENZA@YELED.ORG KB10, KBOQ, KBXV

Figure 6: Edit permissions for existing Site User



