
A. Login 

B. Click My Account 

C. Expand (+) Site Administration 

D. Click User Profiles 

E. Find the user that requires approval, 

Click View/Modify 

 

Access User Profiles  
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NOTE:  For multi-level approval set-up request contact your Sales Consultant. 

Modify User Access Rights 

A. On Access Rights page, check the box for Approval Required 

B. Choose the Assigned Approver 

C. Click Submit and repeat the process for all users requiring approval 

Note: Approver must be set-up initially  before  this process can be applied 
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