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The purpose of this Section is to provide a step by step procedure for User Configuration in the iCare CRM application, in compliance with S
.olvay Information Security Policies

This procedure applies to:

iCare CRM  IS SolutionSalesforce.com
All iCare CRM end Users and their GBU User Responsible
IT users: both Solvay internal employees working for IS and external IT subcontractors

Objective and Scope
User Creation 
Principles
User Creation 
Procedure

User Creation Principles

New User: a new user is when there is no user Account (Active or Inactive) for that user’s email address.

0 Confirm that Freshdesk Ticket is for New User Creation and that it contains the  in properly (in particular, user to replaceUser Creation form attached and it's filled
/user to clone)

Analyse if Request has been requested and approved by the Manager or a colleague of the users to provide an access, on behalf of the Manager.

If the request is coming from the user's manager or colleague with all necessary information, then proceed to User Creation Procedure. No need to ask 
for validation.

If request is for a non-SPP user (External, Contractor, Trainee...) please send a Freshdesk note to Sarah Chattin to ask confirmation.

The creation form tells you if it is a non-SPP user (cf. "End of Contract date").

User Creation Procedure

https://sites.google.com/a/solvay.com/solvay-information-security-policies/
https://sites.google.com/a/solvay.com/solvay-information-security-policies/
http://Salesforce.com
https://wiki.syensqo.com/download/attachments/148308158/User%20Creation%20Form%20-%20iCare.xlsx?version=5&modificationDate=1572349369547&api=v2
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Validate that it is a New User 
creation request: a new user is 
when there is no user Account 
(Active or Inactive) for that user’s 
email address  Use Salesforce 
Global search to confirm.

blocked URL

2 Start User Creation:

Go to Setup  Manage User  Users  
Click ‘New User’ button
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According to the user template received, fill in the ‘ ’User General Information  section:

3.1 Make Sure that the username has 
the correct termination :

For PROD: email address.
spp
For UAT email address.spp.
uat
Title
Company = SOLVAY 
SPECIALTY POLYMERS or 

 Composite Materials
depending on what has 
been filled-in in the form.

3.2 Fill in:

: the same as "Role User to 
" (in form)clone
: Profile the same as "User 

" (in form)to clone
Check the Box: Force.com 
Flow User
Check the Box: Salesforce1
User

blocked URL

3.3 , fill in the following If available
contact information

blocked URL

4 Fill in the Mailing Address 
section

The Mailing address is the one of 
the Solvay Site; It is indicated in 
the .form

If not provided at user template, 
you can use a reference user 
working in the site

 blocked URL

5 In Additionnal Information section

Data Access Profile
Working Country
Manager (HR Org Chart)

https://lh5.googleusercontent.com/H-Yn4dVyvEHcRwbJmNYQVoOJxOh8tw2v7UeciftOb2xbuprIGYUyy2pr3PdMzLR_B6xc8GwrOVG8nisry9uoIFtrggsWPNZxDnA8SxK2kglId-OBUfOsC6gnwIGJermiDVhPjJaI
https://wiki.syensqo.com/download/attachments/148308158/Title.png?version=1&modificationDate=1528105301404&api=v2
https://wiki.syensqo.com/download/attachments/148308158/User%20to%20Clone.png?version=1&modificationDate=1528105423108&api=v2
https://wiki.syensqo.com/download/attachments/148308158/User%20to%20Clone.png?version=1&modificationDate=1528105423108&api=v2
https://wiki.syensqo.com/download/attachments/148308158/User%20to%20Clone.png?version=1&modificationDate=1528105423108&api=v2
https://wiki.syensqo.com/download/attachments/148308158/User%20to%20Clone.png?version=1&modificationDate=1528105423108&api=v2
http://force.com/
http://force.com/
https://lh6.googleusercontent.com/xon4Pq9A4oRZ_b_0VSRaUlG9sWtbz5nFusutzY9FchT0cHdxwLc-Kq82Kg4gYiCjZI7N7_B5WJ5w_RaVn04r3jnZBOpI8O9e13tuUFpBSmo9MZqBJxQUEQRPzrP379-hIUf7ompu
https://lh5.googleusercontent.com/ESyah-KtolOQHH6MFhr2wPOhIYj-7tgZ4nBtGtzj15m8kaVcU98rW1U9JzXnVYx7uxP22MuHNGzReMgfX4lIijG7n_rtX-u3NusnUf73WZdbVQ4iJeFl5JnmqjlTMpyhArZlg5Qk
https://wiki.syensqo.com/download/attachments/148308158/image2018-6-1%2016%3A3%3A22.png?version=1&modificationDate=1527869002053&api=v2
https://lh4.googleusercontent.com/RKEoCtqzMiJRDAGLIcesSyGE5nfab3nuGP3HadEHA8Xn33-8LwfK9nOo4a_f_tQ0hzzulBpfQlf895xeJHnS5oHXjfPtMXJ_-lBy9dbB2vswd1362g6ojziyc5q4KszyTdJo4EYM
https://wiki.syensqo.com/download/attachments/148308158/SSP%20Profile%20%28form%29.png?version=1&modificationDate=1528208913667&api=v2
https://wiki.syensqo.com/download/attachments/148308158/Working%20Country.png?version=1&modificationDate=1528208983832&api=v2
https://wiki.syensqo.com/download/attachments/148308158/Manager%20Name.png?version=2&modificationDate=1528209001746&api=v2


6 In HR Data Section

SCP User
GBU according to the GBU 

If of the requestor. 
Organization in the helix 
ticket is not Specialty 
Polymers or Composite 
Materials, then ask the CRM 
Champion
Leave other fieds empty

7 Fill in the Locale Settings section 
according to the working Country 
in user template received (Assign 
using )Corresponding Table

Sources for

Locale Settings
Time Zones
Language = English
Currency = EUR - Euro

blocked URL

8

 

Fill in the Approver Settings section

Manager

9 Click ‘Save’ without ticking this 
box.

It is not needed anymore as the 
SSO is enabled.

Provide the link to connect to user: 
https://solvay-spp-crm.lightning.
force.com/

UAT link : https://solvay-spp-crm--
uat.lightning.force.com/

10 Identify if additional Permission Sets/Public Goups/Other Considerations are required (Reference : )User to clone

How to add a Permission Set
How to add a Public Group

Each iCare user need to be assigned to the Pardot check step 12

11 Assignment of Gridbuddy Package (Upon request, only in Production Environment) : Eligible Profiles

https://wiki.syensqo.com/download/attachments/148308158/Time%20Zone%20and%20Locale%20Settings.png?version=1&modificationDate=1528116687205&api=v2
https://www.science.co.il/language/Locale-codes.php
https://www.timeanddate.com/time/zones/
https://lh5.googleusercontent.com/dWVWpRQwXU2tXapFormFsImTDgISvfE8tSMLq_Mb3VWMiPBifGrF3kopfjdlTg383N10sK33tiozFwILb9RM7Bce3GUOIFhhW6-2v8FCPnuS1K84iU0Hx1ov26B7HU80iPTFmaAe
https://wiki.syensqo.com/download/attachments/148308158/Manager%20Name.png?version=2&modificationDate=1528209001746&api=v2
https://solvay-spp-crm.lightning.force.com/
https://solvay-spp-crm.lightning.force.com/
https://solvay-spp-crm--uat.lightning.force.com/
https://solvay-spp-crm--uat.lightning.force.com/
https://wiki.syensqo.com/download/attachments/148308158/User%20to%20Clone.png?version=1&modificationDate=1528105423108&api=v2
https://wiki.syensqo.com/pages/viewpage.action?pageId=75695696
https://wiki.solvay.com/display/ISAPPSUP/Public+Group+Membership+Management
https://wiki.syensqo.com/download/attachments/148308158/Eligible%20profiles.png?version=1&modificationDate=1528212969461&api=v2


11.1 Once the new user is created, you 
need to make sure he/she get 
access to the Package

To assign the new user to 2 
packages above, Go to:

 Setup > Build > Develop > 
Installed Packages

blocked URL

11.2 For each package press ‘Manage 
Licenses’.

Note: This step could be also done 
from the user page after saving or 
for further checking purposes.

11.3 Then press ‘Add Users’:

11.4 Select the user you have just 
created. When you select a user, 
he is added in the second part of 
the screen.  So click on ‘Add’.

https://lh4.googleusercontent.com/AV77E0G9Srj0d1gzrih1v9wYSg8PEOfTgEX2OimAiIIx_4jIp2f4VS2C-aLWaic_Hzk4k3FB0IaosAudk9PQIAIos7QzN2vJZQkeHDA2hInwCMRDNMigObdlg5_5mXTjwgWIcZac


12 
(OPTIONAL)
Pardot 
Access

To give user Pardot access : 

Marketing User Checkbox 
set to true 
Grant Permission Sets : 
  - Sales Cloud User
  - Account Engagement 
Package
Campaign Influence
  - Pardot Lightning 

Click save
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Log in the  Global Envir CRM UAT 
onment and repeat all the required 
previous steps from step 1 to step 
12.2 

BUT....

don't forget to add .invalid at the 
end of the email address ! 

Warning: the username must be: 
email.crm.uat  => it must not 
contain .invalid
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Go back to the ticket and send this 
email to the requestor before 
closing the ticket:

Hello XXX

Welcome to Salesforce!
Your username has been created 
in Syensqo's Salesforce CRM 
system.

To get started, you can log in to Sa
 using the following lesforce.com

URL: https://syensqo-icare.
lightning.force.com

If you are connected to the 
Syensqo network (e.g., at your 
office, at another Syensqo site, at 
your hotel using the hotel’s 
internet connection with your 
personal token, etc.), the link 
above is all you need to connect, 
you do not need to enter a 
username or password.

If you are NOT connected to the 
Syensqo network (e.g., you are off-
site, you are using an internet 
connection without your personal 
token, etc.):
You can still use the link above 
but be aware that your Syensqo 
username and password will be 
requested (e.g. the SSO 
identifications that you enter when 
accessing your Syensqo laptop).

If you have any issues with these 
procedures, please feel free to 
contact the support team. We will 
be happy to help you!

Thanks & Regards,

CRM Team
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