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User management and approval workflow

As an admin accessing Unite through the web, you have control over how you manage your account and account
users. In this section you'll learn how to manage users within your organisation, assign rights to users, and set up

approval workflows.

How to manage users within your organisation

Sign in to your account and go to ‘Organisation’ and then ‘User management'.

Organisation
pois ] j} @
User management View management Finance Addresses
Maruge users, their permissians, addresses and Canfigure views for your catalogies Man age bark accounts, gy ent methods and Add and manage delivery addresse
= L2 (8]
Procurement settings Cost types Cost centres

Create a new user

Click on ‘Create new user’ and enter the details on the next page. Click ‘Save’. The user will receive an activation email and

will be placed under you in the purchasing hierarchy.

Create new user

Title O Mr Ms
Name rst nam ast nam

Email

Add a message (optional)

Delete a user

Click on the three dots next to the user and select ‘Delete’. Once you've confirmed this choice, the user will no longer

have access to your company account.
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User management Hierarchy >

User management allows you to add users to your company account and manage them. You can assign delivery addresses, invoice addresses as well as cost centres
and cost types to individual users. In addition, you can define individual approval rules as well as specify the product ranges the users can order from. Please make sure
that you delete any users that have become inactive (e.g. employees who have left your company).

If you do not have the autherisation to do this, please contact your administrator.
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alex.green@companyname com mia johnson@cempanyname.com
(® Create new user @ Show in hierarchy
Inactive — Resend invitation £ Settings Inoctive — Resend invitation Settings
il Delete

Assign rights to users in User management

In 'User Management', you can assign rights to users. Click on ‘Settings’ next to the relevant user or click on the three

dots next to the user and then on ‘Settings'.

L ]
Alex Green °
L
alex.green@companyname.com
Settings
From there you can assign rights, such as:
Assign invoice and delivery addresses
In'User settings’, add the relevant invoice and delivery addresses.
< Back to overview User se‘ttings
Addresses Caost centres and types Approval rules Permissions
Mia Johnsan
mia johnsen@compammame,com
Addresses
nvaice and delivery addresses available to the user
Invoice addresses Delivery addresses
Add all  Delete all
Default Address Remove user

Company Name- Example Street 98- 01234 Test City - Germany

Tip: If you want to assign an address to multiple users, go to ‘Organisation’ and click on ‘Addresses’. Then click on
the three dots next to the relevant address. Select ‘Assign’ and add the users.

Assign cost centres and cost types

In'User settings’, add the relevant cost centres and cost types to the user.
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£ Back to overview User Settings

Addresses Cost centres and types Approval rules Permissions
Mia Johnson

mia.johnson@companyname.com

Cost centres and types

Cost centres and cost types that can be used by the user.

Cost centres Cost types

Add all  Delete all

Cost Centre 1 Remove user

Tip: If you want to assign multiple users to a cost centre/type, go to ‘Organisation’ and click on '‘Addresses’. Then
click on the three dots next to the cost centre/type. Select ‘Assign’ and add the users.

Assign budget and approval conditions

In'User settings’, click on the ‘Approval rules’ tab. Here you can select if orders will be approved manually or
automatically. You can also choose to approve orders automatically under certain conditions.

< Back to overview User settings

Addresses Cost centres and types Approval rules Permissions
Mia Johnson
miajohnson@companyname.com
Approval rules
Approval rules for purchase order requests for this user
Apprave all orders manually

O Approve all orders automatically

Approve orders automatically under the following conditions

If you choose manual approval or if your budget is exceeded, the next highest user in your hierarchy receives the order
request by email to approve or reject.

Assign permissions

In'User settings’, click on the ‘Permissions’ tab. Here you can select additional rights for the user.
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< Back to overview User settings

Addressas Cost centres and types Approval rules Permissions
Mia Johnson
mia.johnson@companyname.com

Permissions

The user is authorised to:

B create delivery addresses
manage cost centres

B manage cost types

[] add users

["] boak good receipt centrally

] access all orders in arder history reports

[] access service fee data in arder history reports

How to manage purchasing hierarchies

In ‘User Management, click on ‘Hierarchy’ in the top right corner.

Now drag and drop the user to the desired position or click on the user and select a new approver. Users who were
placed in the purchasing hierarchy where a user has been deleted are automatically assigned to the next highest user

position.

User management Hierarchy >

How to set up approval workflows

How to assign budget and approval conditions

The options available in the ‘Approval rules’ tab are described above, in the section ‘Assign budget and approval

conditions'.

How to manage purchase order requests

Approve purchase requests: Go to ‘Purchase requisitions’, where purchase orders are listed that need your approval.

Unite & Product, item number, EAN e vy MexGreen g Dasker

duct Search Al Home * Purchase requisitons

08 Home
57 Dpan purchase crdar requests 1o be appraved
- © Purthass srosr Fegue3ts Gwaling your appevval
=] Orders -
Ordar numbar Buyer Ordur date Ordur value Docunants
» B1ZamTE Buyer 1 Sapt 2, 2026 e -
3] Purchase requisitions = .
S — LR oore

Click on ‘Edit’ to make changes, ‘Reject’ to remove the order, and ‘Approve’ to approve it. You can also add comments
below each order when rejecting. The comment will be shown in the order archive in the area ‘Rejected purchase order

requests’ and in an email informing your requester.

Check approval status in lower approval levels: These purchase order requests are open processes with the
requesters who are subordinate to you. You can also change these processes directly, for example in the case of holiday
replacement. The requester will receive an email for every process that is edited.
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6 Open purchase order requests in lower approval levels
by users in lower approval levels
dinale b6 you You can also change these processes direclly, in the case of holiday replacement for example; the

* Purchase order which are i PR

These punchase order réguests are curanlly opeén processes wilh 1he requeslers who are subon

responsible employee receives an information email for every process that is ediied.
Order numbar Buyer Order date Order value Decuments
b RA2463458 Mia Johnson: Bedarfsanfordening erstelit Jul T, 2025 .66 - i
Comments about the purchase order request

Jul 22, 2025 1078 - i

» RB253TBAT Mia Johrson: Bedarfsanfordenng ersteiil

Comments about the purchase order request

How to set up substitutes in your absence

In case of illness or extended leave, you can add a representative who can approve order requests on your behalf. To

learn how to set this up, go to the profile and account management page.
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