Managing User Accounts for the Web-Based Purchasing Application

Required: MS Windows, MS Access, admin rights to web server folders and files

How to add a new user
1. Make sure no one is in the PACE.MDB file.

2. Make a backup of the file.  Copy/Paste in Windows Explorer is sufficient.

3. Open the file, go to the Users table and add the user, and set their application permissions to C1 for a Buyer or to C2 for an Approver.
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Database Field Descriptions
[image: image2.wmf]TUser Table as seen in Access’ table view
Notes: 
1. 
To add a user to the TBuyer table, add the new user by typing in the bottommost line.  

2. 
Enter values for sUserID, sFirstName, sLastName and sSecurityLevel.   

3. 
The default password will be active until the user logs in and changes it.  

Tbuyer Table
1. Open the TBuyer table, and add the new user by typing in the bottommost line. 

2. Enter values for nBuyerID, sFirstName, sLastName and sPhoneNumber.

3. Each user’s nBuyerID must be a unique integer, no duplicates allowed, no nulls allowed.

This table contains all of the buyers from the Purchasing Department.

	Field Name
	Field Description

	nBuyerID
	Unique identifier for each buyer

	sFirstName
	The buyer's first name

	sLastName
	The buyer's last name

	sPhoneNumber
	The buyer's phone number


tBuyer Table Description
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How to remove a user
1. Make sure no one is in the PACE.MDB file.

2. Make a backup of the file.  Copy/Paste in Windows Explorer is sufficient.

3. Open the file, go to the Users table and find the user by UserID (LLLLFF format log-in name), and highlight the entire line.  Verify you have selected the correct line.  Press Delete.  When asked to verify the change, click OK.
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4. Open the TBuyer table, and remove the user.

This table contains all of the buyers from the Purchasing Department.
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5. Since active bids may still reference this buyer even after they are removed from the database, we can not delete the entry without losing the pointer from the Bid table.  There are two ways to prevent this.

4. 
Change the first name to “Dept.” and the last name to “Buyer”.  Lastly, set the phone number to the departmental number. 

5. 
Replace the buyer info with a new buyer name, if the new buyer will be responsible for managing the old contracts.

�


�


�


�


�





Created Feb. 2002 Updated June 2004 Pace Suburban Bus Service MIS Department

1

