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Disclaimer

0 – Manage Membership (Admin Role)
• Create users – establishes userid in e-Builder
• Ability to reset password for non-SSO users
• Manages project participants
• Ability to add/remove roles to users on the account level and project level 
• Ability to manage your own permissions
• Set an expiration date for users no longer active
• Remove users (not recommended).  We have unlimited licenses, e-Builder recommends we 

set an expiration date



Important Terms/Concepts

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 (only used for campus staff)

Concepts:
• User Accounts can include both Internal and External Users of PDC
• UM System Single-Sign-On (SSO) requires username@UMSystem.edu address 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 processes with commitments
• 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



Important Terms/Concepts

Continued

Account Level Role
Honors the role’s 
permission on all 

projects

Project Level Role
Gives users in role 

permissions for 
specific projects

Account Level Role vs Project Level Role



Administering User Accounts and Roles

Click on the Username to Edit their Account

Filter on First or Last Name 
to Manage  a User

Add a new User Account

Navigation - From the Global Tabs click on Setup\ Administration Tools\Users\Manage Users



New User Setup

Continued

New User Setup – Check List

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

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

Flowchart for Roles



Once done  click on Save or Cancel to 
disregard 

Username cannot be modified 
after the user is saved

Note: The username is required to be username@UMSystem.edu email address for the SSO to work correctly. 

Continued

Step 1. Create New User - Navigate to the Manage Users screen and click Add

SSO is 
required for 
University 
Employees 
only 

Enter required information

Do not use due to SSO 
issues

Username@UMSystem.edu

Set to user’s campus

New User Setup
Note: Search for username before adding. 



Copy Chat user address for Username 

Continued

Outlook> add user email:> hover on email to Show More

New User Setup

Tip: You can copy Email and Chat 
addresses from Outlook, and other 
useful information.



New User Setup

Continued

Step 2. Add Account Level Roles – Navigate to the user under setup and click on Manage Membership

Click Save or Cancel once done

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

All internal users require these Account Level 
Roles: 

• 99 – Access Edit – Internal Users
• Member

All external users need to also have Member 
role, plus the appropriate 99 - role

Note: 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.



New User Setup

Continued

Steps 3 & 4. Add to Project Template and Projects – Navigate to Setup\Users\Manage Users\Select User: click on Manage Membership

Click Save or Cancel once done

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

All university employee users need to be 
added to *Template – Their Campus (MU, 
S&T, UMSL, UMKC, MUHC) and to any existing 
projects they will have a role in.

Note: Internal users will be added to all newly created projects via the *Template – MU.
For existing projects, highlight the complete list on the left and move to the right.

Tip: You can 
navigate to the 
project and add 
users there as 
another option.



New User Setup

Continued

Step 5. Adding Project Level Roles – Navigate to the Project\Details\Project Participants: Select User

Click Save or Cancel once done
Note: You cannot manage Account Level roles at the project.

Choose the Project Level 
Role you want to add the 
project participant to

You can either add or remove 
users from Project Roles

1

2



New User Setup

Click Save or Cancel once done

Step 5. Adding Project Level Roles (Option 2): Navigate to Setup\Users\Manage Users

Continued

Select the Project Level 
Role you want to add a 

Find user, click on Manage Membership and select the Project Roles tab

Then select the Project 
you want update the 
Role and use the arrow 
to move the project to 
the Selected Projects 
window



Modifying  a User

Make necessary edits, click on Save or 
Cancel to disregard. 

Username cannot be modified 
after the user is saved.

Navigation - From the Global Tabs click on Setup\Administration Tools\Users\Manage Users: find user click Edit

Enter departure date. This 
will disable the account.



Manage Companies/Contacts

You can manage either 
Contacts or Companies

Navigation - From the Global Tabs click on Companies or Contacts

Lookup button 
will switch 
based on the 
tab you are on

Allows you to add 
new Companies 
and Contacts

Note: Best practice is to add or convert a user through the Companies Tab



Company Details

Continued

Navigation - From the Global Tabs click on Contacts\Companies\Lookup Company\Filter Company

To Add a Contact 
or edit Company 
information. 

Useful Information

List of all the 
Contacts



Add Companies and Contacts

Continued

Add New Company – Check List

1. Verify it doesn’t exist
2. Verify W9 has been sent to Accounting 
3. Complete Direct Deposit Form 
4. PS Vendor Number (Company Number in eBuilder)
5. Company information
6. Add Account and Project Level Roles

Notes: 
• Company Numbers will always need to start with 01 and can only be 10 

characters in length.
• The Company Name will be used for Mail Merge documents. Use the legal 

spelling of their name.



Add Company

Complete required fields and 
any additional information

Continued

Navigation - From the Global Tabs click on Contacts\Companies Sub Tab\click Add Company

Notes: 
• New companies need to be added to PS first to establish a Company Number. 

Company Numbers are required to start with 01 and 10 characters in length
• For legal contract standards, the Company Name should be entered in ALL CAPS 

and entered as their dba name.

Once done, click on Save or Cancel 

Ensure the Active 
box is checked

Must select country for 
the State to populate

Enter FIN from their W-9

DO NOT use the auto 
generate button



Add Contact

Complete required fields

Continued

Option 1: Navigate to the company and add contact (Best Practice)

Once done, click on Save or Cancel 

Navigation - From the Global Tabs click on Contacts\Look up Company\click Add Contact



Add Contact

Complete required fields

Continued

Option 2: Navigate to Contacts global tab and click Add Contact. You will have any option to select the Company

Once done, click on Save or Cancel 

Navigation - From the Global Tabs click on Contacts\Look up Company\click Add Contact

Select 
Company



Convert Contact into a User

Click on 
Create User

Complete required information. 
Use Email Address for Username

Navigation - From the Global Tabs click on Contacts\Look up Company\click on Contact or newly created Contact
1

2

Once done, click on Save or Cancel 

Note: Once the user 
account is created, 
you will need to add 
them to necessary 
projects and roles



Troubleshooting Tips

• Locked Accounts – Accounts will automatically reset after 30 
minutes, or you can go to users account and click on reset 
password.

•       We have two URL Links for eBuilder
• Campus Employees  https://app.e-builder.net/sso/universityofmissourisystem
• Vendors  https://app.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f

• User can’t see a project – may not be a participant on the project
•       When adding a new user get an error message – Username 

Already Exists 
• Rename Users – only eBuilder Tech Support has this ability

If campus staff see this login screen, either they 
have the incorrect URL or SSO is turned off.

Login Screen for Consultants and Contractors

1

2

1

2

https://app.e-builder.net/sso/universityofmissourisystem
https://app.e-builder.net/auth/www/index.aspx?ReturnUrl=%2f


The End
Questions?
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