
 
 

Manage User Level Limits 
Quick Reference Guide 

User Levels allow a Fleet Administrator to set approval and purchase order limits for members of the fleet. A limit stops a fleet 

user from submi ng an approval or work order or purchase order above a set dollar threshold. This guide covers viewing, 

crea ng, and edi ng user level limits. 

Note: Portions of application pages are grayed/blurred out to conceal and protect identities. 

Opening User Levels 

1. In the top naviga on bar, click Fleet Admin, then click User Levels. 

 

2. Review the list of exis ng limits for your account. Each row shows the Name, Contact, Account, Scope, and Amount 

Threshold. 
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Adding a New User Level 

3. To add a new limit, click New. To edit an exis ng limit, click its name in the list. 

 

4. Select a Contact by using the search. Locate the person and check it. Click Select. 

 

5. Select a Scope from the drop-down list. It will either be related to a Purchase Order or Work Order. 

 

 



 
 

Manage User Level Limits 
Quick Reference Guide 

6. Enter the Amount Threshold. This is the limit this fleet member can approve related to their scope (e.g., work order, purchase 

order). 

7. Enter any Notes. 

8. Click Submit to save your user level. 

 

Now, you will see the new user level record in the list. The system will automa cally combine the name of the person, scope, and 

amount threshold. This is helpful when reviewing the limits from the list. 
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Understanding Scope and Threshold 

Each user level applies to a scope. The scope determines what the limit controls and the threshold sets the dollar ceiling. A 

delegate can only have one record per scope – purchase order or work order. 

Work Order Scope 

A Work Order scope limit stops the delegate from submi ng approvals when the work order amount is over the threshold. For 

example, Barry Allen cannot submit approvals if the work order is over $500.00. 

If a person tries to approve a work order above the limit, they will receive a no fica on sta ng that a limit has been reached. 

They should reach out to their administrator to adjust the limits, if needed. 
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Purchase Order Scope 

A Purchase Order scope limit stops the delegate from submi ng purchase orders for any work order over the threshold. For 

example, Barry Allen cannot submit purchase orders for any work order over $200.00. 

Same as a work order, if a person tries to approve a purchase order above the limit, they will receive a no fica on sta ng that a 

limit has been reached. They should reach out to their administrator to adjust the limits, if needed. 

 

Upda ng a Limit 

1. Click the name of the limit you want to change to open it. 

2. Update the Amount Threshold value as needed. 

3. Save the record to apply the new value. 

You can view, create, and edit user level limits for your account at any me. 

 

 

Your Support Channels 
Questions: Reach out to your Field Sales Representative 


