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American Water Quick Reference Guide 
 

EXTERNAL USER MANAGEMENT 
The External User Management (EUM) process is used to work with new and existing Users who are not directly employed by 
American Water (AW).  The process allows a User (internal or external) to request User changes (Create, Modify, Remove).  All 
requests are properly reviewed within AW before being put in place. 

WORKFLOW 

 

OVERVIEW 
1) Select the Project the user is / will be part of 

o The Project Name will appear in the drop-down next to Project Processes once you go to Step 2 
2) Go to Processes on the Project Menu (left hand side of the screen) 
3) Click Start Process in the upper right 

 

4) Start typing the process name for External Users Management (EUM) and click Start in the lower right 
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PROCESS STEPS 

START 
Role(s): Contractor, Consultant, AW Project Manager 

There are three (3) distinct paths that can be taken in 
the External User Management process.  The Start 
screen presents the options and will route accordingly.  
For all choices, the Process will return to the initiator to 
fill out information specific to the task needed. 

Complete the following: 

• Task Needed 

• Click Submit to route for review 

 

  

MANAGE – ADD? 
No User Interaction 

AWPMIS will check to see if the Process is set to “Add”.  
If “Add” is selected, the process will route to the 
initiator for Update – Add. 

 

  

MANAGE - REMOVE? 
No User Interaction 

AWPMIS will check to see if the Process is set to “Add”.  
If “Add” is selected, the process will route to the 
initiator for Update – Remove.  All other Processes will 
route to Update – Modify.. 

 

  

INITIATOR UPDATE – ADD 
Role(s): Initiator 

If the External User Management task is set to Add, 
complete the required fields. 

• User information 

• Check which Role(s) this User needs to be in 
o A User can be in as many Roles as needed 

• Select Submit and click Take Action 
 

 
  

INITIATOR UPDATE – MODIFY 
Role(s): Initiator 

If the External User Management task is set to Modify, 
complete the required fields. 

• Select User from drop-down list 

• Update Comments to outline specifically what 
needs to be addressed 

• Select Submit and click Take Action 
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INITIATOR UPDATE – REMOVE 
Role(s): Initiator 

If the External User Management task is set to Remove, 
complete the required fields. 

• Select User from drop-down list 

• Select if they are to be removed from a single 
Project or all Projects (Account) 

• Select Submit and click Take Action 
 

 

  

AW PM REVIEW REQUEST 
Role(s): Project Manager 

Complete the following: 

• Review the information entered for mistakes 

• Edit Company if necessary to ensure 
consistency (e.g. spell out acronyms) 

• For updates, select Revise and click Take 
Action to return to the Initiator 
o Explain exactly what needs to be 

addressed in the comments 

• If acceptable, select Reviewed and click Take 
Action to advance to the Capital Support and 
Compliance Team 

 
  

USER MANAGEMENT – ADD 
Role(s): Capital Support and Compliance Team 

The Capital Support and Compliance Team Complete 
the required task for the User. 

Add 

• Check to see if User exists in another account 

• Add User 

• Link to Company 

• Add the requested Role(s) 
o Add to Contractor / Consultant base Role 

• Add user to the Project 

• System notification will go to the User 
Modify 

• Make updates to existing user as requested 
Remove 

• Remove User from Project or Account as 
determined from the request 
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FINISH 
All information in the Process is available in Read-Only 
format. 

 
  

 

REPORTS 
Several foundational reports have been configured to support External User Management in AWPMIS.  To find the reports … 

1) Go to the Reports Tab 
2) Begin to type “External” into the filter box 
3) Select the desired report from the list to run 
 

 

 

These reports are designed to present core information for reporting and understanding.  All AWPMIS users can create their own 
personal variations based on these reports.   

Additional information about AWPMIS Reports can be found on the landing page; click here or type “amwater.com/PMISTraining” to 
view the currently available QRG options. 

https://authoring-amwater-prod.awapps.com/corp/Partners-Suppliers/Suppliers/e-builder-training-trimble-unity-construct

