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Introduction

This second tutorial covers sett ing up organization data. After you publish an application, the Setup
tab is available to you, which helps you set up the application environment . 'You can manage users,

and set up announcements, web links , general settings, etc. While managing users, you can create
application users, groups, roles, and functions as well as assign and delegate responsibilities. Users can
then use Setup to personalize their home page and the tabs that they can access with the assigned

privileges.

In this tutorial, you will learn how to set up the following organization data

e Application Users: You needto create two application users and grant them access to use the
application you built in Quick Start Tutorial 1: Building a Form. When you create an
application user, that user can log into Composer and access any application for which he or
she is granted access.

e Roles: You need to create two roles to assign to the users.

e Groups: You also need to create groups, add the users to the groups, and assign
responsibilities in the form of roles to the users.

Once the above datais setup, you can use itin the business process that you will build in Quick Start
Tutorial 3: Building a Business Process.

Quick St art Tutorial Flow
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Step 1: Accessing the Setup Tab

In Quick Start Tutorial 1: Building a form, you built a new application called Travel Approval App
by <your first name> and published it. Now, you can access the Setup tab for that application . This
tab is available only after you publish an application.

1. Access Composer with the URL and a ccess credentials sent to you via email. The Composer
start page appears. If you arethe = Account Administrator for your organization, the Account
Administration page appears.

2. Click Change Application at the top of the page and select Travel Approval App by John.
The application appears  withthe Setup tab available . You can set up appli cation users, roles,
and groups through the Setup tab.

;‘ N . welcome John Anderson! : Profile [[] Layout | | LogOut
H’-' Travel Approval App by John ©cnange Applic
¢ Help (1] Support | Advanced
| MyPage [TSetup ]| Reports | [ Travel approval | [« Yttt »)
My Tasks My’ Trerms Hlly Motifications | Announcements  wWeblinks | Recycle Bin “lafl »
My Page
My Tasks H Process Status [ More My Items ] Process Status B More Create Item
Subject State Delivery Date Identifier  Application Object | Created Date [—Belect tem Type— = |
TRNOOODO0L TravelRequest 1/8fz010
Annhouncements B More
Weblinks BiHore
Recent Items My Notifications B More
TRNOOOOO01 = Subject Delivery Date
Recycle Bin Bl More
Maodify Application

Note : Youcan changethe layout onthe Setup tab by clicking Layout . The default setting is Tabbed
View . You can also select Left Panel View or Combined View to view the tab items on the left panel or
a combi ned view of left panel and tabs respectively.

Step 2: Setting up Organization Data

Now, let us set up data for the functioning of your organization. Such data primarily includes users,

groups , roles, functions, direct reports, and assigned or delegated responsibilities of  users as defined
by the roles and functions assigned to them. This data is available to all the applications in your
organization.

You can set up groups  and subgroups |, roles, functions,  direct reports , and assigned responsibilities in
two ways . You can either use the user interface provided for each entity to set up the data or if the
data exists in an external data store, you can perform a bulk upload of that data using the Upload
Activity feature of Composer. Composer offers Excel templates that you can download and fill with

data. You can then upload this data to the a ppropriate entity.

In this tutorial, you will learn how to set up data using the user interface provided for each entity.

Creating Application Users

You need to create application users to enable users in your organization to access specific applications
in your organization.
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Letus setup the following application u sers whoneedto loginto Composer to access the Travel
Approval App by John application

e A Sales Executive who needs to submit a travel request.

e A Manager who needs to approve the travel reque st submitted by the Sales Executive.
Note : If you bought only one user seat from Cordys Process Factory , then you cannot set up any more
application users. In this case, you need to play the role of both the Sales Executive and the Manager

Do the following to set up the application users.
1. Clickthe Setup tab. The Setup page appears

2. Click User Management or click Go to for User Management. The User Management page

appears.
== Welcome John dndersonl & Profile La H
= . I a [T Layout : | Log out
% Travel Approval App by John ©cnange -
- Help @ Support ; --Gearch-- u' Advanced
[Mypage | | setup “’ Reports | | rrm@nppmval J [« Jtett] » )
IJser Management |Annuuncememts Personalization  weblinks  General Settings  Upload Activity  URL Generator  Schedule Manager “laf2 »
Setup

Setup
-

r
| Adrinistrakors can set up the application environment by managing users, performing a mass upload of organizational data, setting up announcements, configuring general setkings, etc, Users
can then use Setup to personalize their home page and the tabs that they can access with the assigned privileges.

E"" ‘ User Management i Announcements Pooto
&L An administrator can manage users by adding new application users, setting up privileges All users can be notified by creating announcements and publishing them For all.
For them, setting up arganization data such as groups, roles, and Functions, assigning Announcements can be read by users for & period, which is defined while defining the
and delegating responsibilities, and maintaining direct report relations, announcement. You can also include file attachments as part of the announcements,
=] Personalization ¥ Goto & o, Weblinks Feoto
Vg w
o 4
Using personalization, users can personalize the kab items that they have the privilege ko Weblinks required by the application users can be stored in this repository and users can
access, They can choose the required tab ibems they regularly work on and sequence access those links From the home page.
them in the way they would like to see them. The home page layout can also be
rearranged.
! General Settings P Goto m Upload Activity P Gote
| =
L ' an administrator can configure the required settings ko control the system behavior like Users can submit upload jobs, which need ko be executed at a specified time or as per
date Formats, from address For outgeing emals, ke, the job schedule by the service provider. Jobs can upload data From an Excel file to

master data or ko any other defined application objects. The Excel file template ko Fill in
data can be obtained from the respective application's definition page,

. FEET ko e mace oo .

Modify Application

3. Click Go to for Application Users. The Application Users page appears, displaying a list of
existing application users, if any.

4. Create an application user who will be performing the role of a Sales Executive.

Note : Inthis tutorial,  Linda Miller  isthe Sales E xecutive .However, you should ad d one of your own
users as the Sales E xecutive

Do the following.

a. Click Add and select Add New User to the Application.

Note : If there are existing users in your organization, you can select Add Existing User to the
Application  and then select an existing user to whom you want to grant access to the Travel
Approval App by John application.
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> Welcome John Andersont S Prodile [T Layout Ok
u»"- Trave| ,ﬁp.proval App by John S hiange Application = s

() nelp [1f Support hg Nibaanced
| MyPage | | Setup || Reports | | Travel Approval | [ o | o] » |
Lier Management  Announcements  Personalzation  Weblnks Genera Settings  Upload Activity URL Generator  Schedile Manager ®loil »

Setup = User Management = Application Users

Application Users
i,\',_‘: Theer users subscribed ko this appbeation sre lsted here, This sereen is uted For user mainkensrce. Lisars sre sssigred a priviege bo uss the spplcstion.
[

Akl Bww Lar 1 1hee Apglcation e Ennail
And Exigting J:e'Ir'e Apphcation John Anderson |anders onErad| antpowear.com
Modiy Application

In the User Id box, type the unique id of the user in the form of a valid email address . For
example, fdlmiller@radiantpower.com 0. This email address is populated in the Login Id and
Email boxes respectively.

The credentials required to access Composer to submit a travel request will be sent to the
user via email. You can also add your own email address to receive the credentials ne eded
to access Composer as a Sales Executive.

Note : You cannot modify the Login Id

Inthe Namebox, type the full name of the user. For
Provide the Company Name and required contact details.

Assign a privilege to the user to access the Travel Approval App by John application. Click
[, for the Privilege Name box. The Application Privileges dialog box appears.

Application Privileges £3

~ g Application Privileges
If-‘“ Wiew all the privilages defined in the Cardys Online applications.

2l privilege Details
Privilege Name Description

Travel Approval App by ... Trawel Approval App by John Ad...
AnonymousUser_Privilegs | AnonymousUser_Privilsgs

Externallser_Privilege ExternalUser_Privilege

Selectthe Travel Approval App by John Administrator priviege and click OK. The
privilege is assigned.  The description of the privilege appears in the Description box.
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e wielcomne John Anderson! :, Profile [T Layout :

d»‘ Travel Approval App by John dchange Application

- Help @ Support Advanced

|‘ My Page | ‘ Setup “ Reports | | Travel Approval | | | 101 ‘
User Management  Announcements  Personalization  Wehlinks  General Settings  Upload Activity  URL Generator  Schedule Manager  Document Template  External App(Personal Access) “1of2 »

Setup = User Management = Application Users = User Details

Add New Users to the Application

U‘; The users subscribed to this application ars listed here. This scresn is used for user maintenance. Users are assigned & privilege to Uss the application.

Dadd~ | €l Back to List
User Id* [Imiler@radiantpower com |
Mame* [Linda Miller |
Login Id:*  Imilleri@radiantpower.com
Contact Details
Emait* [ imillerigradiantpower, cam | ity | |
Comparty Marme |Radiant Power | Country | -]
address Phone(0) ‘ |
Phone(} | |
Website | |
Privilege Details
Privilege Name™ [ Travel Approval App by John Administrator IEY
Description | Travel Approval App by John Administratar
g. Click Save.

An application user, Linda Miller, is created and the  required privilege is assigned to the user.
As soon as the user is added, she receives an email with the Login Id and Password required
tolog into Composer.

5. Create an application user who will be performing the role of a Manager.

Note : In this tutorial, Peter Jones isthe Manager . However, you should add one of your own users
as the Manager

Do the following.
a. Click Add and select Add New User to the Application.

b. Inthe User Id box, typethe unique id of the user in the form of a valid email address. For
exampl e, fApjones@radi antpower.como. Thi sLogimidand addr
Email boxes respectively.

The credentials required to access Composer to approve or reject a travel request will be
sent to the user via email. You can also add your own email address to receive the
credentials needed to access Composer as a Manager.

c. Inthe Name box, typ e the full name of the user. For example, fiPeter Jones 0.
d. Providethe Company Name and required contact details.

e. Assign a privilege to the user to access the Travel Approval App by John application. Click
[E, for the Privilege Name box. The Application Privileges dialog box appears.

f. Selectthe Travel Approval App by John Administrator priviege and click OK. The
privilege is assigned.

g. Click Save.

An application user, Peter Jones, is created and the  required privilege is  assigned to the user.
As soon as the user is added, he receives an email with the Login Id and Password required
tologinto Composer.

You have created application users successfully.
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Creating Roles

Now, you can create the Sales Executive and Manager roles. Roles define the  responsibilities
assigned to a user

1. Click Setup A User Management. The User Management page appears.

2. Click Go to for Roles. The Roles page appears.

3. Create the Sales Executive role. Do the -
following. A

Description®: | Sales Executive |

a. Click New. Inthe Role box, type
ﬁ S E C) | Save and Add Another " Save | | Resat |

b. Inthe Descriptionbox, type #fSal es
Executiveo.

c. Click Save and Add Another. The Sales Executive role is created and the values are
cleared for another role.

4. Create the Manager role. Do the following.

a. Inthe Rolebox, type AMGRO.

b. In the Descriptionbox, type fiManagero.
2 Welcome John &ndersonl 3 Profile [T Layout §
Ij-‘" Travel Approval App by John €cnange applicati
- Help @ Support : Advanced
|'. My Page ‘ ‘ Setup |‘ Repotts ‘ ‘ Travel Approval | | | 1of1 | |
User Management — Announcernents  Personalization  Wehblinks  General Settings  Upload Activity  URL Generator  Schedule Manager  Docurment Template Wiotz
Setup = User Managerment = Roles
© ) Roles
12 /@ This is a repository of all the roles defined in an organization. For exampls, Managsr, Director, skc,
@
Oirew ElRefresh
r Role Description Ao MOR
-1 Bales Executive
Description® | Manager
T MGR Manager
* Required Savesnd ddd dnother [ Save || Reset |

Modify Application
c. Click Save. The Manager role is created.

You have created roles successfully.

Creating Groups
Now, you can create  afew groups : Sales, Support, and Product Development.

While creating the  Sales group, you need to add the users you created to that  group . You also need to
assign appropriate  responsibilities to the users.
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1. Click Setup A User Management. The User Management page appears.
2. Click Go to for Groups. The Groups page appears.

3. Create the Sales group . Do the Group Hame";
following.

Description® | Sales and delivery functions

a. Click New. Inthe Group Name box,

~ N tdembers || Responsibilities
type fAiSal eso.
g ~ : [ Rafresh 2] Details
b. In the Descriptionbox, type ASAles Tuw —
and delivery functionso.

c. Add users tothe Sales group . On the Members tab, c lick Add. The Users dialog box
appears, displaying all the users in your organization.

d. Select the check boxes for Linda Miller and Peter Jones respectively, and click OK.

Users L

[ Ly e wcinting crgaris abioruners whe can b mesbers of ore o mone group

o Liser 1D Ler M

™ pndersonradisnipowt John Anderson

r and i RO adiBnlpowl  pEnd e E0REradiBalDiwEr (O _ANDiTeiudll b
™ janderson@adiantpows  jandersoenSradiantpowsr com_Extemal fier

[ ImilerESradiantpower oo Linda Milier
=B

] prones@vadiantpower oo Palen Jonds

Both the users are added as members to the Sales group.

woup Nara™®; Sales

Degcrption™ | Ssles snd deldvery Functions

Mermnbers | Responsbities

B User 1D e

™ IenillenEeadia nip e com Linda Miller
™ plonesEradiantpower.com Peter.Jones
T — Save Resied
Note : If you are playing the role of both the Sales Executive and the Manager ,you need to
add yourself only once as a member to the Sales group .
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e. Clickthe Responsibilities tab to assign responsibilities to the users .

f. Click New to assign the responsibility of a Sales Executive to auser . The New
Responsibility dialog box appears.

New Responsibility 52 83

i  New Responsibility
“.‘\" Assign responsibility of & user as roles and functions in the group for a
L particular period of time.

User® || |

Effective Date I:I

# Required

Do the following.

i) Click & forthe User box. The Users dialog box appears, displaying a list of all the
in your organization.

ii) Selectthe user to whom you want to assign the Sales Executive role and click
example, ALinda Millero.

i) Click & forthe Role box. The Roles dialog box appears, displaying all the roles
organization.

Roles £3

Roles
& \i‘.' Repository of all the roles defined in an organization, Example
£3. Y Manager, Director etc.
(2

Role Description
MGR Manager
SE Sales Executive

iv) Selectthe Sales Executive role and click OK. The selected role appears.

Hew Responsibility . X

iy L New Responsibility

‘1'.--5' Assign responsibility of & user as roles and functions in the group For a
particular period of time,

User* Linda Miller =

Rale* |SE |m

Function | |m
Effective Date l:l“ﬁ“
Expiry Dabe I:lﬁh

v) Click OK. The responsibility ofa  Sales Executive is assigned to the user .

CORDYS
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Group Name*: Sales

Description™ | Sales and delivery Functions ‘

Members || Responsibilities

) e
L Mew [ refresh
[ User Role Function
[~ Linda Miler SE
r
-
b 4

g. Click New to assign the responsibility of a Manager to auser . The New Responsibility
dialog box appears.

Do the following.

)

Click . forthe User box. The Users dialog box appears, displaying a list of all the users
in your organization.

Select the user to whom you want to assign the Manager role and click OK. For
e X a mp | Peter James 0 .

Click . forthe Role box. The Roles dialog box appears, displaying all the roles in the
organization.

Selectthe Manager role and click OK. The selected role appears.

Click OK. The responsibility of a Manager is assigned to the  user.

> [ il H
r: ) P wyelcome John &ndersonl 3 Profile [ Layout :
s Travel Approval App by John ©cnange -
- Help @ Support : Advanced
[ MyPage | | setup ]|’ Reports | [ Travel approval | [« Jasii] »)
User Management  Announcements  Persondlization  Weblinks General Settings  Upload Activity URL Generator  Schedule Manager  Documnent Template Koz »

Setup = User Management = Groups

s Groups

%

" ki Orgsnizations can be spi inko various groups and the orgarnizationalstructure can be fraintained. Users bekonging b the groups can be captured. Group responsibilties can be sssigned to
B ifarent users For various roles and Fnctions,

Dinew BRefresh & Group Hierarchy
- Group Name Description Group Name®: Sales
[T Sales Sales and delivery functions
Description* |Sales and delivery functions
Members || Responsibilities
) a
Oinew Bpefresh
r User Role Function
[~ Linda Miler SE
[~ Peter Jones MGR
r
-
4 »
* fqured
Modify Application
Note : If you are playing the role of both the Sales Executive and the Manager ,you need

to assign both the roles to yourself

h. Click Save. The group is created with the corresponding users and their responsibilities.
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4. Create the Support group . Do the following.
a. Click New. Inthe Group Nameb o x, tSumpert of.
b. Inthe Description b o x , t wpert fdi iSternal and external clients 0.
c. Click Save. The group is created.

5. Createthe Product Development group . Do the following.

a. Click New.Inthe Group Namebox, type fAProduct Developmento.

b. Inthe Descriptionbox, type fADesign, devel opment,
c. Click Save. The group is created.

You have successfully added application users |, roles, and groups .

Conclusion

Congratulations! By completing this tutorial  , you have learnt how to set up organization data,
specifically application users, roles, and groups as well as assign responsibilities to users.

and

The next tutorial covers building a business process to automate the approval process for atravel

request . You can now continueto Quick Start Tutorial 3: Building a Business Process.

Contact Us

To reportissues or  send feedback, contact us at: support@cordysprocessfactory.com
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