AcceleGrants
District User Administration Guide

Step 1:  Launch your Browser (Microsoft Internet Explorer)
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Step 2:  Enter the AcceleGrants Universal Resource Locator
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Step 3:  Enter Login and Password Information; 
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Step 4: Launch Administrator Page
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Administration Functions

User Administration - Manage users, roles and permissions for agency and grant recipients.
Funding Application Administration - Manage Funding Application details.

Improvement Planning Administration - Manage Improvement Planning details.
Oraanization Administration - Manage grant recipient organizations.

Home Page Administration - Manage the information displayed on the Home Page.
Document Library Administration - Manage the Document Library.

Address Book Administration - Manage the Address Book Contact Types.

Create the Next Fiscal Year - Create the next fiscal year based on information from the
previous fiscal year.

PDFRequests - View the current PDF Requests.

ITransactionLog - View the Transaction Log.
Validation Methods - Run Validation Methods.
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Home > Administration Functions > User Administration > Manage Users > Create User

Create User

Enter the information for the user you wish to create. You will be given the opportunity to
manage the rights and privileges of this user after it is created.

= Denotes a required field
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Step 5: Select User Administration function by clicking User Administration Link

[image: image9.png]2 Home Home > Administration Functions > User Administration > Manage Users

Manage Users

el CREATE A NEW USER
£ search

Create New User - Create a user for the system.
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Step 6: Select Manager Users function by clicking Manage Users Link
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Step 7: Select Create New User  function to add new user


Step 8: Enter and Save New User Information ; 


Step 8: Assign Role to New User; Add at least one user for each District Role;   Add at least one District Superintendent; Add at least one District Business Manager;  Add at least one District CRP Coordinator; Add as many Program and Financial Input users as is needed for your District to complete the CRP;  Consider adding a separate District System Administrator as a backup to yourself.


Launch AcceleGrants Home page by entering:





Click Login Button





Click Login Administration Link





Click Login User Administration Link





Observe session Timeout Message: User needs to re-login if no activity for One Hour





To Select “District Superintendent” , Highlight and Click Save  Button








Click Create  User link to Save New User  Information








Click Create New User link to Launch  Create New User  Page











