


	[image: https://usertest.sciquest.com/app_docs/pics/orgimages/30001635/13864.jpg]
	Montana Acquisition & Contracting System (eMACS)



Adding / Inactivating eMACS Users

Adding New eMACS Users:

1. [bookmark: _GoBack]Requests to add a new user must come from the agency’s Procurement Contact via email to emacs@mt.gov.
2. Request must include the new user’s name and the role(s) needed for that user. Reference the document, eMACS Roles, for role descriptions.
3. After the request has been sent, the new user must follow the instructions in the document, Adding a New User.
4. Sourcing and Total Contract Manager access:
New users will be set up in both eMACS sites (Test and Production) as follows. In using this process eMACS Support Unit will be able to keep errors to a minimum and provide a truly accurate system.
a. Test Site: access will be given to the requested roles. New users can access the Test environment through the links provided in the document, eMACS Test Links and Passwords.
b. Production Site: view-only access will be given. New user can view vendors, events, and contracts. 
c. Highly recommended: Prior to working in the Production site, the new user should attend a training class and become familiar with the module via the Test site. When the new user has participated in sufficient training and is proficient in the module processes, the Procurement Contract will contact eMACS Support Unit (emacs@mt.gov) to activate the requested roles in the Production site.
5. Shopping access:
a. Production site: new users will be set up using the requested Shopper or Buyer role. 
b. No additional testing in the Test site is required.

Inactivating eMACS Users:

1. Requests to inactivate an eMACS user must come from the agency’s Procurement Contact via email to emacs@mt.gov.
2. Request must include the user’s name.
3. eMACS Support Unit will inactivate the eMACS user. The user’s name will still appear in eMACS but in italics font. User names in italic font indicate inactivated users.
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