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Manage Users Overview | 
This guide provides instructions on how to set up and modify users, companies, and contacts and required Account Level and Project Level Roles. To 
perform these functions, you must be a member of the admin role 0 – Manage Users.  This role grants you the permissions to: 

• Create Users 
• Manger User’s Account Level and Project Level Roles 
• Manager Project Participants 
• Rest Passwords for non-Single Sign On (SSO) Users 
• Disable User Accounts 

 
Important Terms: 
 

Terms Descriptions 

Account Level Role Roles, when added to, that will automatically be assumed when added as a participant to a project. Also see 
Project Level Roles. 

 Permissions Are granted through individual roles.  

 Project Level Roles Roles that are configured and managed at the project. Also see Account Level Roles. 

Project Participants A subcategory of Project Details that allows you to view participants and their roles on the project.  

 SSO Single-Sign-On 

 
 
Important Concepts: 

 User Accounts can include both Internal and External Users of eBuilder 
 UM System Single-Sign-On (SSO) requires username@UMSystem.edu email for User ID 
 Roles that start with 0 – admin roles, 1 –  internal roles, and 2 – external roles 
 Permissions are granted to users through roles 
 New vendors need to be added to PS and eBuilder prior to initiating a process with a commitment 
 All users in the *(MU, S&T, UMSL or UMKC) Template project will be added to all newly created projects 
 Do NOT Remove user accounts – they are needed to reassign work and to maintain history 
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New User Setup – Check List: 

                                                           
 
 

                                                                                                          
 
 

1. Add New User 
2. Add Account Level Roles 
3. Add to Campus Projects and Project Template 
4. Add Project Level Roles 

Tip: Use Email and Chat 
addresses and other useful 
information from Outlook. 

Copy Chat address to 
ensure you have the 
correct Username 
required for SSO. 
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Add New User (Step 1) | 
In eBuilder, click on the global Setup tab and navigate to Users then Manage Users. 
 
Navigate and confirm they are not already in eBuilder: 
 

 
 
This will display a list of existing users and give you access to the features to Add and Manage User Accounts. As a best practice, search on the user’s 
name you need to add, to ensure they don’t already exist by using the Filter feature: 
 

 

1 

2 

Enter last name. 

Click Filter 

2 
1 
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If your search results return the following message circled in red above, you can proceed on adding the new user. Click on Add to get started. If the 
results produce a user account, we need to determine if this is a duplicate or an existing account take the appropriate steps to update.  
 
Enter the following information to Add New User: 
 
 

 
itiation/Start Step | 
The project requester must complete the required fields and any additional information below to submit:  
 

                                                                                                         
 

Campus Assignor Vets Request | 
Review and add any additional information. Once completed you can Take Action “Reviewed” to send to the next step in the workflow. You will have 
an option to add instructions or additional notes for the Administrative Update step.  

 
 

 
Administrative Update |  
Review all information in the new project request and the comments from the previous step and update as necessary. Required fields will need to be 
completed to Take Action and move to the next workflow step. 

   
 
 
 
 

This can 
be the 
same 
person. 

Click on 
Add to get 
started. 

Click on Save or Cancel to disregard.  
Username cannot be modified after the user is saved. 

SSO is required 
for University 
Employees only.  

Enter required 
information 

Do not use 
due to SSO 
issues 

Ex: Username@UMSystem.edu 

Set to user’s 
campus 

While not 
required  
complete as 
much as 
possible. 

3 

5 

7 

4 
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Add Account Level Roles (Step 2) | 
Now that the new user has been added to eBuilder, you need to add them to the appropriate Account Level roles. Navigate to the user you 
just created under Setup \ Users \ Manage Users and click on Manage Membership. The following dialog box will appear: 
 
Reference -  profiles for Membership Roles at the end of this document.   

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 All internal users require these Account 
Level Roles:  

• 99 – Access Edit – Internal Users 
• Member 

All external users require these 
Account Level Roles: 

• Appropriate 99 - role 
• Member role 

Select appropriate roles on the 
left and click on the arrow to 
add to the right or reverse to 
remove roles. 

Use Account Level Roles sparingly to reduce confusion on who has responsibility and notifications. Best 
practice is to add roles such as PM and CPMs at the project level and Agreement/Contract Admins at the 
account level. 

Click on Save or Cancel to disregard.  

3 

2 

1 
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Add to Campus Projects \ Project Template (Step 3) | 
The newly created user needs to be added to all campus project, which will also add them to project template. The project template (which 
is a project) will ensure that they are added to all new projects as a participant - which will give them view access. This project template is 
applied to all new projects during the creation of the project.  
 
Navigate to the user you just created under Setup \ Users \ Manage Users and click on Manage Membership. Select all the projects on the 
left and with the arrow in the center, move them to the right. Click Save once completed, or cancel  
 
 

 
  

 
 
 
 
 
 

Select all projects on the 
left and click on the arrow 
to add to the right or 
reverse to remove 
projects. 

Click on Save or Cancel to disregard.  

Due to SSO issues - Only use for 
Consultants and Contractors  

The project list will be 
based on what projects 

    

3 

2 

1 

4 
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Add to Project Level Roles (Step 4) | 
The newly created user needs to be in the appropriate Project Level Roles for the projects they are actively a participant on. There are two 
different ways to manage Project Level Roles: Option 1 – Mange project level roles in the user’s account, or Option 2 – Mange project level 
roles at the project. 
 
Option 1 – Mange the project level roles in the user’s account: If you are not in the user's account, you will need to navigate to the user you 
just created under Setup \ Users \ Manage Users \ click on Manage Membership\ click on Project Roles tab: 
 
 

 
 
 
 
 
 

Select the Project Level Role you 
want to add them to.  

Select the project(s) on 
the left that you want to 
add the user in the role to 
click on the arrow to add 
to the right or reverse to 
remove roles. 

3 

2 

1 

4 

Click on Save or Cancel to disregard.  

5 
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Option 2 – Mange project level roles at the project: Navigate to the project you need to manage the user’s project level roles in. With In the 
project under the lefthand Project Menu \ Details \ click on Project Participants \ under Roles click on the role you need to add them to: 
 

 
 

 

Find the project.  

3 

5 

2 

1 

Select the role.  
4 

6 

Select User(s) and click Add User.  
Note: You cannot 
manage Account 
Level Roles at the 
project. 
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Add Companies and Contacts – Navigation Overview |  
In eBuilder, we add and manage Companies and Contacts from the global tab Contacts. When  adding a new Company, you first are required to ensure 
they have been set up in People Soft.  When adding a new company, the Company Number (equivalent to the PS Account Number) is a required field and 
is generated by Shared Service Accounting.   
 
Navigation Overview:  
 

 
 
 
 
 
 
 
 
 

You can manage either 
Contacts or Companies Lookup button will 

switch based on the 
subtab you are on and 
allow you to search.  

Allows you to add new 
Companies or Contacts 

Note: Recommend adding and managing Contacts through the Companies Tab 
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New Company/Contact Setup – Check List: 

                                                          
Add New Company (Step 1) |  
In eBuilder, navigate to the Global Tab Contacts. Click on the sub tab Companies. Click on Add Company in the upper right corner. 
 

 
 

Add Company 
information from 
their completed I-9. 
Must be their  legal 
dba company name. 

Prework: 
Verify Company doesn’t exist in eBuilder 
Verify the new Company has been set up in People Soft 
Have Company I-9 (dba name and information)  

1. Add new Company 
2. Add new Contacts 
3. Convert Contact to a User 
4. Add User (contact) to Roles and Projects 

Add Company Number 
from People Soft 

Note: Do not 
use the 
Generate 
button. 

Click on Save or Cancel to disregard.  

3 

2 

1 

4 

Add additional 
detail as 
needed. 
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Add New Contacts (Step 2) |  
In eBuilder, navigate to the Company you need to add a contact.  
 

 
 

                                                              
 
 

Verify the Contact 
doesn’t already exist. 

2 

1 

Click on the 
Contacts 
subtab. 

3 

Click on Add 
Contact. 
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Add any additional 
details you may have 

5 

6 

Complete 
required fields 4 

Click on Save or Cancel to disregard.  
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Convert Contact to a User (Step 4)| 
Now that you have added a contact to a company, you will need to convert that Contact to a User if they are to work on the project and require access to 
eBuilder. Navigate to the Contact Details of the Contact that you want to convert to an eBuilder User: 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

1 

Click on the Create User button. If 
this is not displayed, that means the 
user is already created.  
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Add any additional 
details you may have 

3 

Complete required fields. 
User their work email 
address for Username. 

2 

Leave default 
setting to 
None. 

4 

Check Box to notify 
they have been 
added. 

Leave default 
setting to Please 
Select… 

5 

6 

7 
Click on Save or Cancel to disregard.  
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Add User (contact) to Roles and Projects (Step 5)| 
Now that you have converted the Contact to a User, they need to be given the necessary Account Level and Project Level Roles and be added to the 
appropriate projects. You provide roles to external users just as you do for internal staff.  

 
Account Level Roles: 
 
Navigate to the Setup \ Users \ Manage Users and find the user you need to add\change Account Level Roles\click on Manage Membership button:  
 

 
 
 
 

 
 
 
 

 All external  users require these Account Level 
Roles:  

• 99 – Access External  – (appropriate role) 
• Member 

Select 
appropriate roles 
on the left and 
click on the 
arrow to add to 
the right or 
reverse to 
remove roles. 

Click on Save or Cancel to disregard.  3 

2 

1 
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Project Assignment: 
 
After the external user has been added to  Account Level Roles, you need to add them to Projects and any Project Level Roles, if needed. On the 
Manage Membership screen of the user, click on the Projects tab: 
 

  

 
 
  
 
 
 
 
 

3 

2 

4 
Click on Save or Cancel to disregard.  

Select the project(s) on 
the left that you want to 
add the user in the role to 
click on the arrow to add 
to the right or reverse to 
remove roles. 

Check this box if you want eBuilder to 
automatically notify the user. 

1 
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Project Level Roles:  
 
After adding the user to appropriate Account Level Roles and Project(s), you can now add their project level roles.  If you are not in the user's account, 
you will need to navigate to the user under Setup \ Users \ Manage Users \ click on Manage Membership\ click on Project Roles tab: 
 
 

 
 
 
 
 
 
 
 
 
 

Select the Project Level Role you 
want to add them to.  

Select the project(s) on 
the left that you want to 
add the user in the role to 
click on the arrow to add 
to the right or reverse to 
remove roles. 

3 

2 

1 

4 

Click on Save or Cancel to disregard.  

5 
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References| 
Following are reference information that includes profiles for Account Level and Project Level Role assignments and further down below, the eBuilder 
roles required to be actors in workflow: 
 

 Project Manager 
Account Level Roles Project Level Roles 
1 – NPR  1 – Project Manager 
1 – Schedule Manager User  
9 – Access Edit - Internal User  
Member  

 
Construction Project Manager 
Account Level Roles Project Level Roles 
1 – Schedule Manager User 1 – Construction Project Manager (CPM) 
99 – Access Edit - Internal User  
Member  

 
Agreement Administrator 
Account Level Roles Project Level Roles 
0 – Manage Membership  
1 – Agreement Administrator  
1 -NPR  
99 – Access Edit - Internal User  
Member  

 
Contract Administrator 
Account Level Roles Project Level Roles 
1 – Contract   
99 – Access Edit - Internal User  
Member  
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Accounting 
Account Level Roles Project Level Roles 
1 – Accounting/BSS  
99 – Access Edit - Internal User  
Member  

 
 

Unknown 
Account Level Roles Project Level Roles 
99 – Access Edit - Internal User  
Member  
  

 
Contract Administrator 
Account Level Roles Project Level Roles 
1 – Contract   
99 – Access Edit - Internal User  
Member  
  

 
Contract Administrator 
Account Level Roles Project Level Roles 
1 – Contract   
99 – Access Edit - Internal User  
Member  
  

  
 
 
 
 
 
 
 
 

Note: You can add roles at a 
later time. 
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Internal Roles Required for eBuilder Processes 
 

 



 

21 | P a g e  
 

 
External Roles Required for eBuilder Processes: 
 

 


