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OASIS Bridge for Administrators 
 

Administrator Access Overview 

Users who manage inventory for their company or oversee other OASIS Bridge users may require 
an elevated level of access. OASIS Bridge offers Administrator rights, which provide access to 
additional functionality, including: 

• Creating new service addresses using the Delivery Site Setup option 
• Approving or declining user web order requests via the Approval Review option 
• Creating and managing users through the Edit Users option 

These are the primary functions available to Administrators. Administrator access requires 
configuration both at the account level and on the individual user profile. This setup is managed 
by the OASIS Bridge support team and can be requested as needed. 

Once Administrator access has been applied to your profile, the options can be accessed by 
clicking on Admin from the OASIS Bridge menu bar. 
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Dashboard Access 
 
OASIS Bridge for Administrators includes an Inventory Dashboard that provides a high level 
overview of current inventory. 
 
You can access the Inventory Dashboard by clicking the Dashboard icon located to the left of the 
cart. If you do not see this icon, please contact the OASIS Bridge support team to have this option 
enabled. 
 

 
 
 
The Inventory Dashboard displays three separate graphs, each providing a breakdown of the 
inventory.  
 
Inventory by Item Type 
 
This graph breaks down your assets by item type, based on what you currently have in storage. In 
the example below, the account stores Boxes, Documents, and Files, along with the 
corresponding quantities for each item type. 
 
Inventory by Status 

This graph groups all assets that are currently in storage or have previously been stored with 
OASIS and breaks down the total volumes based on their status. 

In the example below: 

• 180 items have a Destroyed status – OASIS has physically destroyed these items 
• 750 items have an In status – these items are currently stored at an OASIS Record Centre 
• 4,529 items have an Out status – these items were previously in storage but have been 

requested and returned to the client's site. These items are typically intended to be 
returned to storage at a later stage 

 

 

Inventory by Department 
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This graph displays assets that are currently assigned to a department configured at the account 
level. 

In the example below: 

• 68 items are assigned to Dept2\Dept1 
• 88 items are assigned to Dept 3 
• 100 items are assigned to Dept 4 
• 5,217 items are not assigned to any department and will appear under No Department 
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Delivery Site Setup 

Administrators have the ability to manage delivery site information within the system. This 
includes adding new delivery sites and editing details for existing locations. 

What is a Delivery Site? 

In OASIS Bridge, the Delivery Site refers to the site or address where the web order is to be 
serviced. This includes the physical location for: 

• Deliveries or collections of items 
• Supply drop-offs 
• On-site services such as shredding 

Every service request must be associated with a Delivery Site, which ensures accurate 
scheduling and fulfilment at the correct address. 

This feature is particularly valuable for clients with multiple service locations. When users place 
and complete work orders online, the ability to select the correct delivery site helps reduce 
errors—such as missed deliveries or dispatching services to the wrong location. 

To access this feature, click on the Admin menu option or select the Admin icon, then choose 
Delivery Site Setup from the list. 
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Accessing Delivery Site Setup 

• When you click on the Delivery Site Setup option, the system will display the current 
delivery site information 

• This window shows the Default Delivery Address associated with the account 
• If a client needs to add a new site or edit the default site, they can do so by clicking the 

Add or Edit buttons 

 
 

• Administrators can choose which site to edit using the Delivery Site dropdown menu 
located on the left-hand side of the window 

• The dropdown will display a list of existing sites, if any have already been set up under the 
account 

• If no additional sites have been added yet, only the default delivery site will be visible 
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Adding a New Delivery Site 

• Click Add to open a form for entering new site details 
• Complete all relevant fields with accurate information 
• If Departments are set up on the account and the site address is specific to a department, 

select the appropriate department from the dropdown list 
• Ensure a valid Contact Name and Phone Number are provided. This information is 

crucial for our drivers in case they need to make contact regarding delivery issues on the 
day 

• The Post Code is a required field, as it helps our operations team assign the work order to 
the correct delivery route 

• Complete all the relevant fields for the new site and when you are finished click Save 
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Editing an Existing Delivery Site 
 

• To edit an existing site, access the Delivery Site Information screen 
• From the options on the left hand side, select the site to edit from the Delivery Site 

dropdown 
• Click on the Edit button under Delivery Site Information 
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• When you click Edit, the address and contact information fields will be enabled for editing 
• Update the necessary fields and click Save to confirm the changes 
• In the example, the Department has been updated to link the site address to Dept 3. 

Department 3 
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Notify Client Care 

• After setting up a new delivery site, the user should send contact Client Care to notify 
them of the new site and inquire whether a route can be linked to it 

• Go to the main Client Portal page on our website and scroll until you see the We’re here 
to help section 

• You can click the link here to go to the Client Portal page: We're here to help 
• Complete all the fields ensuring you select the I wish to make you aware of our new site 

from the Contact Reason dropdown. You can exclude the Training Options as this is not 
mandatory or relevant 

• You can include the new site description in the Description text field 
• Click Submit once all fields have been completed 
• Without this notification, web orders raised for the new site may not be picked up by our 

Operations teams 
• Once informed, Client Care can add the appropriate route to the site in the OASIS 

system, ensuring seamless scheduling and delivery 

  

https://www.oasisgroup.com/client-portal/
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Managing Users in OASIS Bridge 

Administrators on an account have the ability to manage their own OASIS Bridge users directly 
through the platform. This includes: 

• Creating new user profiles 
• Assigning or updating access levels 
• Editing existing user details 

All of this can be done easily within the Admin section of OASIS Bridge. 

How to Manage Users 

1. Click on the Admin menu option in the top navigation bar, 
or select the Admin icon from the home screen 

2. From the list, choose Edit Users 

This will open the user management area where you can view, update, or create user accounts. 
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Using the Edit Users Window 

When you select Edit Users, the Edit Users window will open, providing access to manage all 
existing users on the account. 

What You’ll See 

• A list of all current users set up under your account. 
• Each user entry includes key details such as: 

o First Name and Last Name 
o Default Account 
o Web ID (User ID) 

Available Actions 

The screen also provides General User Settings, allowing administrators to: 

• Print user details 
• Add new users 
• Edit existing user profiles 
• Remove users no longer needing access 

This centralized view makes it easy to maintain and control user access within OASIS Bridge. 
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General User Settings 

The General User Settings section allows administrators to manage authorised users on the 
account. From this area, administrators can: 

• Print a list of existing users 
• Add new users 
• Amend user details 
• Remove users who no longer require access 

 

This functionality provides full control over user access and permissions within the system. 

Print 

• Clicking on the Print option allows the administrator to export a list of authorised users 
set up on the account 

• Several export formats are available, with PDF and Excel being the most commonly used 
for reporting and record-keeping purposes 
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• In the example shown, the administrator exports the list to PDF, and the report is displayed 
on screen for review or download 
 

 
 

Add a new User 

As an administrator, you can add new authorised users to the account. Follow these steps: 

1. In the Edit Users window, under General User Settings, click the Add button 

 

2. Fill in the user details: 
o First Name 
o Last Name 
o User ID (should be unique; we recommend using the user’s email address) 
o Password (this is for the initial login; the user will be prompted to change it upon 

first access) 
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3. If the client has multiple accounts, select the Master Customer to which the user should 
be linked 

4. Choose the appropriate Authorised Contact Group from the dropdown menu 
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5. Click Save to create the new user profile 
 

 
 

6. The new user profile will be added to the list of user profiles on the account 
 

 
 
 
 
  



 
 

Author: © 2024 OASIS Group. All rights reserved.  Version: X.X  

Reviewed by: Document classification: Public Date:dd/mm/yyyy 

 UNCONTROLLED WHEN PRINTED Page 18 of 32  

 

Additional User Settings 
 

• To enable additional settings for the new user, click on the account name highlighted in 
blue. This will expand the view, giving the administrator access to more detailed settings 
for the user 

• The Remove Customer link will remove the access to that customer if the user is set up 
with access to multiple accounts, and provided the account to be removed is not the 
Master Customer. If you need to remove an account marked as the Master Customer 
account, you will need to change this by clicking the Master Customer dropdown and 
choosing another account as Master Customer in its place 

 

 
 

• The First Name and Last Name will be displayed next to the Current User on the web 
interface 

• Tick the Yes, should receive receipt report checkbox if you want the user to receive 
confirmation emails containing their setup and login details 

• The Phone number entered here will appear on the Details tab of the Work Order. If this 
field is left blank, the phone number listed under the user’s Address tab will be used 
instead 

• The PIN textbox provides an additional security measure. When a person calls to place an 
order, the caller can be verified by asking for their PIN. This PIN is separate from the 
Username and Password used for web access and work order requests 

• To grant the user access to all departments, tick the Yes, Has access to all departments 
checkbox. Alternatively, select specific departments by choosing them from the 
Department Name dropdown to restrict access 
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• If you wish the user to have access to items that may not be scanned to specific departments, 
then you can tick the Yes. Access to items without department checkbox 
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• To assign a default department for the user, click Select and choose the desired 
department from the list 

 

 
 

• The next section determines whether the user has access to all delivery sites or only 
specific sites 

• To grant access to all sites, tick the Yes, Has access to all sites checkbox 
• If you want the user to have a default site pre-selected when placing web orders, click 

Select and choose the default site from the list 
• If the user should only access specific sites, select each relevant site individually from 

the Site Description list 
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• The final section of the user setup is to specify which Work Order Types the user can 
access 

• This feature allows clients to limit user permissions based on work order type—for 
example, allowing some users to process Next Day Work Orders but not Scan on 
Demand Work Orders 

• This helps ensure users only make requests appropriate to their role 
• To allow the user to submit any type of work order, tick the Yes, Has access to all WO 

types checkbox 
• Otherwise, deselect that option and manually choose the specific Work Order Types the 

user is permitted to access from the WO Type Description list 
• Note, that work order types will be different for each account based on contractual 

agreements in place, so users may not see the same work order types as shown in the 
image below 

 
 

• To confirm and save the user setup, click the Save button located under General User 
Settings back at the top of the screen 
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Editing a User Profile 

To amend or update an existing authorised user: 

• Select the user from the list in the Edit Users window 
• Then click the Edit button under General User Settings to make the necessary changes 

 

 
 

Editing an Authorised User 

• Just like when adding a new user, clicking Edit allows administrators to amend existing 
user records 

• Make all necessary updates to the user’s details 
• To modify additional settings—such as departments, sites, or work order types—click on 

the account name highlighted in blue to expand the settings panel 
• Once all changes have been made, click the Save button to confirm and apply the updates 

User Account Locked 

If a user is unable to log in to their OASIS Bridge account, the administrator should first check if 
the account has been locked. 

This typically happens when multiple unsuccessful login attempts are made—often due to an 
incorrect User ID or Password. 

• In OASIS Bridge, administrators can check the Edit Users window. 
• If the account is locked: 

o The Locked field will display "true" 
o A shield with a lock icon will appear next to the user’s name, indicating the 

account is locked 
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To resolve a locked user account, please contact a member of the Client Care OASIS Bridge 
support team, who can assist in releasing the lock. 
 

To Contact OASIS Bridge Support 

 
Visit the Client Portal home page, Client Portal - Oasis Group, and scroll down until you see the 
support contact options. 

 

https://www.oasisgroup.com/client-portal/
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You can leave the Contact Reason set to "I need help with my OASIS Bridge login details” but be 
sure to complete all other required contact fields, including a clear description of the issue. Once 
done, click Submit to send your request to the support team. 
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Removing Users 

Administrators have the ability to remove users from an account. This is useful when: 

• A user has left the company 
• Access to OASIS Bridge is no longer required 
• The user should no longer appear in the list of authorised contacts 

     Important: Use caution when removing users. Ensure you have selected the correct 
individual before proceeding. If the wrong user is removed, they will need to be manually added 
again, including all associated settings and permissions. 

• To remove a user from the account, select the user from the list and click the Remove 
button under General User Settings 

 

 
 

After clicking Remove, a system message will appear asking you to confirm the action. 

• Click Yes to confirm and permanently remove the user from the account 
• Click No if you wish to cancel the request and keep the user in place 
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• If you click Yes to confirm the removal, the user will be completely removed from the 
account and will no longer have access to OASIS Bridge 
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Approval Review  

The Approval Review feature in OASIS Bridge allows account administrators to manage which 
users can create and submit web orders—such as deliveries, collections, or supply of materials. 

When this feature is enabled, users who require approval can still create order requests as usual. 
However, instead of being submitted directly, these requests are routed to an account 
administrator for review. The administrator can then either approve or decline the request. 

This process helps prevent unnecessary orders, supports oversight of user activity, and 
contributes to overall cost control. 

Approval Review in OASIS Bridge 

You can access the Approval Review menu in two ways: 

Option 1: Using the Admin Menu Bar 

1. Click on the Admin option in the menu bar 
2. Select Approval Review from the dropdown menu 

Option 2: Using the Admin Icon on the Home Screen 

1. Click on the Admin clickable icon on the home screen 
2. Then, click on the Approval Review clickable option 
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Cart – Web Approval Process 

For users who require web approval, once they select the assets they need—for retrieval, refile, 
or supplies ordered—the cart will update as normal. However, instead of proceeding directly to 
checkout, the client will now see a Submit Approval (x) button, where (x) represents the number 
of items pending approval. 

In the example, the user has requested an item for delivery and when it gets added to the cart, the 
cart now shows Submit Approval. 

 
 

When users who require web approval click into the cart: 

• Instead of the usual Send Order button, they will now see Submit Approval 
• Each item in the cart will display in green text with the message: 

Need Approve Retrieve for [user name] 

This indicates that the items are pending approval before the order can be processed. 
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Once the user clicks Submit for Approval, a Send Approval dialog box will appear. The user 
should click Yes to proceed with sending the request for approval, or No to cancel the 
submission. 
 

 
 
The item will now display "Pending Approve Retrieve for [user name]" in yellow, indicating that 
it is awaiting approval. 
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Administrator – Web Approval Process 

After a user submits a request for web approval following the steps outlined above, the 
Administrator can view and manage all pending web orders. 

To do this: 

1. Log in to OASIS Bridge. 
2. Navigate to Admin > Approval Review. 

From here, the Administrator can review all submitted requests, and either approve or decline 
each one as needed. 

 

 
 

The Approval Review window will display all pending items awaiting Administrator approval. 

To take action on a request: 

• Click the green tick icon to approve the request. 
• Click the red X icon to decline the request. 
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To approve a request, click the green tick icon. 

To decline a request, click the red X icon. 

• If you click the green tick, the request is approved. The user who submitted the request 
will then be able to proceed and submit their order as normal. 

• If you click the red X, a dialog box will appear titled "Decline Total Items: [number of 
items]". 
The Administrator must enter a comment to confirm the reason for declining the request. 
Click Save to complete the decline process. 
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When the user logs back into OASIS Bridge, their cart will now display "Re-Submit Approval 
[number of items]", indicating that the previous request was declined and needs to be reviewed 
and resubmitted for approval. 
 
The user should click on the cart, where they will be able to view the status of the request along 
with any comments entered by the Administrator explaining the reason for the decline. 
 

 


