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Adding or Maintaining Agency Users 
 

 

 

New users can be created in Procure.AZ by users with the role of Organization Administrator. If you are an 
Organization Administrator for more that one organization, you can select which organization to maintain by 
clicking the eyeglass lookup at the top of the screen.  
 

 
 
 
Accessing User Maintenance 
 
Upon logging into ProcureAZ with your unique Login ID and Password, you can add or maintain user data by 
clicking on the Maintain Agency Users link from your Organization Administrator Homepage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
User Profiles 
 
The User Profile Maintenance section is the user information.  All fields marked with an asterisk are required. 
Please enter the user’s email address as Login ID and create a temporary password.  Users will create their 
own password the first time they login. 
 
NOTE: Administrators must communicate login ID and password information to users once they are created. 
Procure.AZ does not automatically notify users that their account has been created. 
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User Defaults 
 
The User Defaults maintenance section controls the information that will default for the user when a document 
is created. This information can be updated by the user on the document. 
 

 
 
 
User Purchasing Rules 
 
The User Purchasing Rules maintenance section controls the dollar limit of documents that the user can 
create. If a document is more than the user’s limit, the document will have a red error and the user cannot 
submit the document until corrected.   
 

 
 
NOTE: For Phase I, only Direct Release/RPA limit will be used.  This field restricts the dollar value of individual 
contract releases a user can issue. 
 
 
User Roles 
 
The User Roles section is used to maintain what roles the user has in Procure.AZ.  Only the following roles 
should be established for users in Phase 1: 

 Basic Purchasing – Procurement Officers/Buyers who are authorized to manage solicitations and 
contracts for statewide (SCC) usage or for the Department of Economic Security (“DES”). NOTE: Basic 
Purchasing users must be authorized by the State Procurement Office. 

 Department Access – End user with ability to create requisitions, as follows: 
 Requisitioner – Provides ability to create requisitions to initiate statewide or DES solicitations and contracts 
 Contract Shopper – Authorized to create releases against statewide contracts. 
 Superusers – Authorized to edit another user’s document if necessary 
 Approver – Makes user eligible to be on approval paths 

 Organization Administrator – User has rights to edit departments, locations, users, and approval paths 
for an organization 
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Department/Location Privileges 
 
Users given the Department Access are limited to creating documents for their default Department and Location 
unless given access to additional Departments and Locations via the Location Privileges section. 
 

 
 

Department Access users can be given access to all Departments and Locations within their Organization by 
clicking the Add all Dept/Locs button.   
 
To add a specific Location within their current Department, select a Location from the Locations dropdown 
within the Maintain Requisition Location Privileges section. To add another Department and Location to the 
user’s list of privileges, select a new Department from the Department dropdown menu then select which 
Location from that Department in the Locations dropdown. 
 
Once complete, select Save & Exit.  


