eSHOP20 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 submitting an approval or work order or purchase order above a set dollar threshold. This guide covers viewing,
creating, and editing user level limits.

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

Opening User Levels

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

Fleet Admin ~

|

Site Access Hours
User Levels

Fleet Schedule
User Management

Customer Ownership

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

TA F. 3 Service Appointments TA Locations Work Order ~ Fleet Admin ~ | — . -

User Levels N
NAME CONTACT ACCOUNT SCOPE AMOUNT THRESHOLD CREATED ON

s-Purchase Order-800 Purchase Order $800.00 3/10/2026 7:15 AM -

Purchase Order-200 Purchase Order $200.00 3/11/2026 12:26 PM v

Work Order-200 Work Order $200.00 3/12/2026 1:47 PM oY

2na-Work Order-2000 Work Order $2,000.00 5/4/2026 10:43 AM v

ars-Purchase Order-1500 Purchase Order $1,500.00 5/4/2026 3:59 PM v

2na-Purchase Order-1500 Purchase Order $1,500.00 5/4/2026 4:03 PM v

divia-Work Order-1500 Work Order $1.500.00 5/5/2026 9:33 AM v

=-Work Order-2000 Work Order $2.000.00 5/5/2026 9:37 AM v
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Adding a New User Level

Manage User Level Limits

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

A PS
New User Level

Instructions

Service Appointments TA Locations Work Order ~ Fleet Admin ~ | —

27

Amount Threshold and Notes can be edited for existing User Levels.

User Level Details

CONTACT *
AMOUNT THRESHOLD *

NOTES
CREATED ON

ACCOUNT *

SCOPE *

Select

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

Lookup records

SN O] OO

I

[} Cancel Remove value

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

sC

OPE *

Select V‘

Select

Purchase Order

Work Order




eSHOP20 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.

/ A E . 3 Service Appointments TA Locations Work Order ~ Fleet Admin ~

New User Level

Instructions

Amount Threshold and Notes can be edited for existing User Levels.

User Level Details
CONTACT * SCOPE *
x Q Purchase Order v
AMOUNT THRESHOLD *
2000

NOTES

Juan PO Limit

CREATED ON MODIFIED ON

ACCOUNT *

=
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Now, you will see the new user level record in the list. The system will automatically combine the name of the person, scope, and
amount threshold. This is helpful when reviewing the limits from the list.

'y ~ Service Appointments TA Locations Work Order ~ Fleet Admin ~ ‘ —

User Levels

NAME CONTACT ACCOUNT SCOPE AMOUNT THRESHOLD CREATED ON
ss-Purchase Order-800 Purchase Order $800.00 3/10/2026 1S AM o,
Purchase Order-200 Purchase Order $200.00 3/11/2026 1226 PM
Work Order-200 Work Order $200.00 3/12/2026 1:47 PM v
2na-Work Order-2000 Work Qrder $2,000.00 5/4/2026 10:43 AM N
ers-Purchase Order-1500 Purchase Order $1,500.00 5/4/2026 3:59 PM v
2na-Purchase Order-1500 Purchase Order $1,500.00 5/4/2026 4:03 PM v
divia-Work Order-1500 Work Order $1,500.00 5/5/2026 9:33 AM v
+-Work Order-2000 Work Order $2,000.00 5/5/2026 %37 AM v
)
+-Purchase Order-2000 Purchase Order $2,000.00 5/5/2026 9:39 AM v
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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 submitting 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 notification stating that a limit has been reached.
They should reach out to their administrator to adjust the limits, if needed.
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Y
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Purchase Order Scope

A Purchase Order scope limit stops the delegate from submitting 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 notification stating that a
limit has been reached. They should reach out to their administrator to adjust the limits, if needed.
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Updating 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 time.

SHOP 20 Your Support Channels
e ’ Questions: Reach out to your Field Sales Representative
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