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Access Delegation Guide

Access delegation allows PMRS users to delegate approval of a process to
someone else. Once the request is made, an email notification is sent to the
delegated person who has the option to accept or decline this request.
An expiration date can be applied to the delegated period.

What to
Consider

1) a0

It is important to note that Out of the Office Assistance:
actions completed by the While out of the office, PMRS
delegated user will show in users can grant colleagues
the audit trail as the access to their profiles so
original user's actions and processes are not delayed
not the delegate’s. while they are away.
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To Delegate Access to Another User: T®

1. Log in to e-Builder (PMRS). 3. Select “Personal Information” from left side menu.

2. Select “Setup” tab from top global menu. 4. Then select “Access Delegation.”

Switch to Compass style

Jibuckle®@mecormicktaylor.com v b Like 'w ?

Projects. Forms Processes Documents Calendar Contacts Bidd Schedule Rep
CF I M RS Setup
Recent Pagesu. -
Select a setup option from the menu on the left side of the
My Settings scraen.
> Membership

3 Personal Information
Ny Profile
Change My Password
Access Delegation
> Preferences
> Schedule

> Subscriptions

> Views

5. First time users of the Access Delegation tool will have no name listed in the chart.

Access D i ent | Access Del tion History

Access Delegation

[ Filter Delegations

User: - Status: | All v |
Start Date: From: B To s End Date: From: &= 1o B
Clear Filter
| ‘Actinn Current Status Access Type User Start Date End Date Notes

@ Grant Access O Request Access Check Spelling Grant Clear

# Select User. Filter Users by Role Enter username
(Al Roles ] [
| Please select... vi‘

Start Date & Time
09012021 [ [130pm |+

# Access Duration;

End Date & Time

v

(IS}

Notes:

A

Check Spelling Grant Clear

6. Since you are the one who wants to give access to another PMRS member, please select “Grant Access.”

7. You are required to select your Delegate using one of three filters:

- “Filter Users by Role” (This will provide you the list of all PMRS users in that specific role. When you select
the role, it will take couple of seconds for the users’ names to appear in “Users” list.)

« “Username” (If you know Delegate’s PMRS username, you can use this option.)

« “Users” (You can select your Delegate’s first and last name here. This list is sorted alphabetically by
first name.)
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8. Select “Access Duration” (Please make sure to select start date, start time, end date, and end time.)

9. You can provide guidance or explain the Delegate’s responsibility (i.e., name specific project) in the

“Notes” section.

10. When all required fields are populated, please click “Grant.”

@® Grant Access O Request Access Check Spelling Grant Clear
#* Select User: Filter Users by Role Enter username
All Roles v
Users
Please select., &7
# Access Duration: Start Date & Time
09012021 | [1300m |+
End Date & Tirme
B | d
Notes:
Y
Check Spelling | Grant ‘ Clear
Please see filled out sample:
® Grant Access O Request Access Check Spelling Grant Clear
* Selact User: Filter Users by Role Enter username
02LA-LPA Clerk v
Users
R202 D1 LPA Clerk v
% Access Duration: Start Date & Time I
09012021 E [130pm |7
End Date & Time
09022021 | [200am  |v|
Notes: Please make sure all projects that need my attention are moving forward in a timely manner during the time | am out of office.
A

Check Spelling |Grant ‘ Clear

11. If everything was selected correctly, you will receive this message at the top of the page after you

clicked “Grant:”

Access Delegation

Request has been successfully submitted,

‘ Saved

12. When the Delegate logs in to PMRS, they can see the Delegator username in the dropdown.

c-Builder & I o

Switch to Compass style

ATRIMBLE COMPANY

UERGERES

Y o-vcsrt | pojecs | rorms | procees | Douments | Cotntor | _Gontcs | idaing | Com | st | fepors |
} PMRS Wanda Jones

Workflow in your court Show | First
Recent Pages.. - Date
Project Name  Subject Step Due

-

Setup

eB Community

Product Ideas
Incement
Help |
Bct PMRS §
ftance pleas
focess via th
or click ont
|dotintranet

John Oscovitch

Logout

Quick Start

L —wwmact e-Build
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13. At this point, if the Delegate clicks on the Delegator’s
username, they will be able to access the Delegator’s

page and be able to act on behalf of this person. Please keep in mind that any

action that a Delegate takes
on behalf of the Delegator

Example: .
The Presiding Officer John Oscovitch delegates access to will show under the .
his Clerk Wanda Jones. Delegator's name and title.

When the Clerk logs in to PMRS, she will see the

Presiding Officer’'s username under the user account dropdown list:

- : Switch to Compass style
c-Builder & I o il e Jones
A TRIMBLE COMPANY
— . e Setup
» S S T T T N T
eB Community
: Product |deas
35> PMRS s sne
-
) : act PMRS §
Workflow in your court Show | First tance pleas
- . Date John Oscovitech | ... iz
Recent Pages... - & or click ont
Project Name Subject Step Due | oo dotintrane:
Quick Start - t e-Build

When the Clerk clicks on the Presiding Officer's username, she will be brought to the Presiding Officer’s
PMRS homepage:

Switch to Compass style

John Oscovitch = e Like 1w

- Announcements

John Oscovitch

All Projects

To contact PMRS Support
For assistance please submit a Support

Workflow in your court Show | First fifty v |

Date

Due Requested

Project Mame Subject Step Comment

Quick Start

Ticket process via the *™"PMRS Support
project, or click on the link.
http://njdotintranet.njdot.lan/divbur/cpm

To contact e-Builder Support

When the Clerk accesses the specific project and/or specific process that the Presiding Officer requested
him/her to act on, the Clerk can look for the process/project in the Presiding Officer's court:

Switch to Compass style

John Oscovitch = wilike ®» ?

Announcements

John Oscovitch

-

To contact PMRS Support

Workflow in your court Show | First fifty v For assistance please submit a Support

. I .D a T Ticket process via the ""PMRS Support

ent Pages - ate - i t
B . uested project, or click on the link.
Project Name | Subject Step Due 2::“'““‘ hittp://njdotintranet.njdot.lan/divbur/cpm/pn
Quick Start To contact e-Builder Support

LA-2018 MA Byram Twp TRAINING BAKUP- LAAE - Resolution - LA-2018 MA Byram Twp TRAINING Presiding
Roseville Road Improvements 19 1 BAKUP-Roseville Road Improvements 19 Officer Signs.

Click on the process abbreviation under the “Name” column to enter to that specific process for that
specific project.
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Next the Clerk
follows the
process steps and
fills in all the fields
that the Presiding
Officer has to fill.
Then the Clerk
selects “Signed” in
the ‘“Take Action”
dropdown menu
and clicks “Take

Action.”

Even though the
Clerk acted on this
step, the Presiding
Officer's name will
appear in the next
step as the person
who signed the
Resolution in the
Presiding Officer
step:

Need Help?

Details ~ Comments (0)  Attached Documents (0)  Attached Processes (0)  Attached Forms (0)  Attached To (0)

Resolution Number:

Grant Recipient:
Grant Application Submission:

Authorization to Submit Grant
Application:

Authorization ta Sign Agreement:

Additional Information: @

Resolution Adoption Date:

Attest and Seal:

Presiding Officer Title:

Presiding Officer Signature:

Presiding Officer Signature Date:

'age 4 of 4 581 words 0=

PP! to submit 't and execute an agreement with the New Jersey Department of Transportation.

161-2017

Byram Twp

NOW. THEREFORE, BE IT RESOLVED that Council of Byram Twp formally approves the grant application for the above stated project.

BE IT FURTHER RESOLVED that John Oscovitch and Clerk are hereby authorized to submit an electronic grant application identified as MA-2018-Roseville Road Improvements-

00511 to the New Jersey Department of Transportation on behalf of Byram Twp

BE IT FURTHER RESQLVED that John Oscovitch and Clerk are hereby authorized to sign the grant agreement on behalf of Byram Twp and that their signature constitutes

acceptance of the terms and conditions of the grant agreement and approves the execution of the grant agreement.

TmesNew... = 16px - B I U e | EESEW|FEFIZERS [ 4

Certified as a true copy of the Resolution adopted by the Council

On this day of

05.17.2021

My signature and the Clerk’s seal serve to acknowledge the above resolution and constitute acceptance of the terms and conditions of the grant agreement and approve the

execution of the grant agreement as authorized by the resolution above.

Mayor
BB [ coeo soeiivg || Print | [ Save | [ onent

7 -- Please select an action -- 7 "

Signed

Update Name

Details  Comments (0)  Attached Documents (0) = Attached Processes (0) = Attached Forms (0)  Attached To (0)

* Resolution Number:
Grant Recipient:
Grant Application Submission:

Autherization to Submit Grant
Application:

Authorization to Sign Agreement:

* Resolution Adoption Date:

Attest and Seal:

Clerk Signature:

Clerk Signature Date:

* presiding Officer Title:
Presiding Officer Signature:

Presiding Officer Signature Date:

@ jdotlocalaidrc.com/pmrs-resourc

Approval to submit a grant application and execute an agreement with the New Jersey Department of Transportation.

[1s1-2017

Byram Twp
NOW, THEREFORE, BE T RESOLVED that Council of Byram Twp formally approves the grant application for the above stated project.

BE IT FURTHER RESOLVED that John Osc
00511 to the New Jersey Department of Transpertation on behalf of Byram Twp

sitch and Clerk are hereby autherized to submit an electronic grant application identified as MA-2018-Roseville Road Improvements-
BE IT FURTHER RESOLVED that John Oscovitch and Clerk are hereby authorized to sign the grant agreement on behalf of Byram Twp and that their signature constitutes
acceptance of the terms and conditions of the grant agreement and approves the execution of the grant agreement.

Certified as a true copy of the Resolution adopted by the Council
On this day of
05.17.2021 [

My signature and the Clerk’s seal serve to acknowledge the above resclution and constitute acceptance of the terms and conditions of the grant agreement and approve the
execution of the grant agreement as authorized by the resolution above.

Mayor
John Oscovitch

0517.2021

-- Please select an action
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