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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 :  

 Application Users:  You need to 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.  

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

 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  data is set up,  you can use it in the business process that you will build in Quick Start 

Tutorial 3: Building a Business Process.  

 

Quick St art Tutorial Flow  

 

 

 

Objective   

Set up  application users, roles, and groups . 

 

Prerequisites  

Completion of Quick Start Tutorial 1: Building a 

Form 

 

Estimated Completion Time  

20 minutes  
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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 are the 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  with the Setup tab  available . You can set up  appli cation users, roles, 

and groups through the Setup tab.  

  

 

 

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.  

Note : You can change the layout on the 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.  
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Let us set up  the following application u sers who need to log into Composer to access  the Travel 

Approval App by John application :  

 A Sales Executive who needs to submit a travel request.  

 A Manager who needs to approve the travel reque st submitted by the Sales Executive.  

 

Do the following to set up the  application users.  

1.  Click the Setup tab. The Setup page appears . 

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

appears.  

  

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.  

 

 

 

 Do the following.  

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

 

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

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 .  

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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b.  In the User Id box, type the unique id of the user  in the form of a valid  email address . For 

example, ñlmiller@radiantpower.com ò. 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.  

 

 

c.  In the Name box, type the full name of the user. For example, ñLinda Millerò. 

d.  Provide the Company Name and required contact details.  

e.  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.  

 

f.  Select the Travel Approval App by John Administrator privilege and click OK. The 

privilege is assigned.  The description of the privilege appears in the Description box.  

Note : You cannot modify the Login Id .  
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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 

to log into Composer.  

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

 

 

 

 Do the following.  

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

b.  In the User Id box, type the  unique  id of the user in the form of a valid email address. For 

example, ñpjones@radiantpower.comò. This email address is populated in the Login Id and 

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.  In the Name box, typ e the full name of the user. For example, ñPeter Jones ò. 

d.  Provide the Company Name and required contact details.  

e.  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.  

f.  Select the Travel Approval App by John Administrator privilege 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 so on as the user is added, he receives an email with the Login Id and Password required 

to log into Composer.  

You have created  application users successfully.  

 

 

Note : In this tutorial, Peter Jones  is the Manager . However, you should add one of your own users 
as the Manager .  
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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 Ą 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.  Click New. In the Role box, type 

ñSEò. 

b.  In the Description box, type ñSales 

Executiveò. 

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.  In the Role box, type ñMGRò. 

b.  In the Description box, type ñManagerò. 

 

c.  Click Save. The Manager role  is created.  

You have created roles successfully.  

 

Creating Groups  

Now, you can create a few 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 Ą User Management.  The User Management page appears.  

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

3.  Create the Sales group . Do the 

following.  

a.  Click New. In the Group Name box, 

type ñSalesò. 

b.  In the Description box, type ñSales 

and delivery functionsò. 

 

 

 

 

c.  Add users  to the  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.  

 

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

 

 

 
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.  Click the Responsibilities tab to assign responsibilities to the users . 

f.  Click New to assign the responsibility of a Sales Executive to a user . The New 

Responsibility dialog box appears.   

 

Do the following.  

i)  Click  for the User box. The Users dialog box appears, displaying a list of all the users  

in your organization.  

ii)  Select the user  to whom you want to assign the Sales Executive role and click OK.  For 

example, ñLinda Millerò. 

iii)  Click  for the Role box. The Roles dialog box appears, displaying all the roles in the 

organization.  

 

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

 

v)  Click OK. The responsibility of a Sales Executive is assigned to the user .  
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g.  Click New to assign the responsibility of a Manager to a user . The New Responsibility 

dialog box appears.  

Do the following.  

i)  Click  for the User box. The Users dialog box appears, displaying a list of all the users  

in your organization.  

ii)  Select the user  to whom you want to assign the Manager role and click OK. For 

example, ñPeter Jones ò. 

iii)  Click  for the Role box. The Roles dialog box appears, displaying all the roles in the 

organization.  

iv)  Select the Manager role and click OK. The selected role appears.  

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

 

 

 

 

h.  Click Save. The group  is created with the corresponding users  and their responsibilities.  

Note : If you are playing the role of both the Sales Executive  and the Manager , you need 
to assign both the roles to yourself . 
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4.  Create the Support group . Do the following.  

a.  Click New. In the Group Name box, type ñSupport ò. 

b.  In the Description box, type ñSupport for internal and external clients ò. 

c.  Click Save. The group  is created.  

5.  Create the Product Development group . Do the following.  

a.  Click New. In the Group Name box, type ñProduct Developmentò. 

b.  In the Description box, type ñDesign, development, and testing of the productò. 

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.  

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

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

 

Contact Us  
To report issues or send  feedback, contact us at:  support@cordysprocessfactory.com  
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