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Overview

Account Management
The foundation of a Velos eResearch account begins with the 
configuration of the account management settings. Velos eResearch 
eXpress comes with a set of default groups and an Organization. The 
default Organization is the customer. Account Administration is managed 
by the Customer system-admin.

Account Management includes:
•	 Organizations: Represents an entity (Sponsor, Independent Site, 

Institution (Hospital/AMC) or Site of Service). Each study, user, and 
patient must be associated to at least one organization but can be 
given access to multiple. 

•	 Groups: Represents the access rights within the application. The 
group name should identify the type of users that will be assigned to 
the group. The defaults group is Admin.

•	 Users: Represents a person as a system or non-system user. A 
system user account is assigned to a primary organization and a 
default group to enter and view data. The non-system user account is 
assigned an organization to associate the user to an entity. This type 
of user is listed in the system for information purposes and does not 
have access to the application.

•	 Links: Allows the site system administrator to list general resource 
links to Quick Links for all account users. Quick Links are listed on the 
default Homepage or Quick Access gadget.

•	 Forms: are associated to various entities from the account level. 
Forms are user-created data-entry points for key study, patient, and 
administrative functions. The Account Forms page allows you to 
delete forms, copy existing forms, or add forms from your library.
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Manage Organizations

Add an Organization
From the Manage tab, select 
Organizations under the 
“Application” heading.

The Organizations page 
displays, where users can click 
Add a New Organization on 
the right side of the page.

Organization Details
Fill in the required information, 
as indicated by an asterisk, and 
any additional information as 
needed in the available fields.
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Manage Groups

Add Groups
From the Manage tab, select 
Groups under the “Application” 
heading.

The Group Details page displays, 
where users can click Add Multiple 
Groups or Add a New Group on the 
right side of the page.

Group Details
Enter a group name and description into the available fields and click the 
Submit button to save your new group.

Assign Super User Rights
Super users are users with the highest level of permission in the system. 
From the Group Management page, Super User Rights can be assigned 
for a Group for All Studies or for All Budgets.

Assign Rights to a Group
The new group is added to the Group Management page and the Assign 
Rights to a group page can be modified.



Account Administration Quick Reference Guide

Velos eResearch: Account Administration 30 June 2020 Page 4 of 6

Manage Users

Active Account Users
From the Manage tab, select Users under the “Application” heading.

The Active Account Users page displays, where any created users can be modified, Admins 
can email users, or new users can be added. Select Add A New User to add a new user.

Manage User Account Settings
Click the Admin Settings button on the upper-right hand 
side of the screen. Enter or select the desired values into 
each available field, selecting the Can be Overridden? box 
for any settings you would like users to be able to change.

Edit Users
Select a user’s name to manage the 
user. Add or modify the information on 
the User Details page, as necessary.
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Manage Quick Links

Account Links
From the Manage tab, select Links under the “Application” heading.

The Account Links page displays, where users may modify existing 
links by selecting the Account Link, or Add A New Link.

Link Details
Users can enter the required 
information into the available 
fields including Section 
Heading, URL, and Description 
details. The Link Type is either 
“General” or “Adverse Event”.
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Manage Forms

Account Forms
From the Manage tab, select Forms under 
the “Application” heading.

Copy an Existing Form
Allows you to copy a form that is 
already associate at the account level.

Select a Form from Your Library
Allows you to select a form template from 
your form library.

Create a New Form
From the Form Selection 
page, click Create a New 
Form. Edit information as 
appropriate.
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