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Purpose

Use this procedure to modify relevant information within the LAUSD's Supplier Self-Service 
application.

Trigger

Perform this procedure when required to update company data or user's information in LAUSD's 
Supplier Portal (https://vendors.lausd.net/irj/portal).

Prerequisites

 Administrator User Credentials

Menu Path

Use the following menu path(s) to begin this transaction:

NA  

Transaction Code

NA

Helpful Hints

 xxxx within a document represents  a variable which may consist of a name number, etc.
 In the field description tables, R indicates the action is required, O indicates the action is optional, 

and C indicates the action is conditional. 
 The following notes maybe used throughout this work instruction:

https://vendors.lausd.net/irj/portal
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Procedure

1. Start the transaction by accessing LAUSD's Supplier Portal at https://vendors.lausd.net/irj/portal.

SAP NetWeaver Portal - Mozilla Firefox

2. As required, complete/review the following fields:

Field R/O/C Description

User * R An identification used by a person to access a network

Example:
9Orwidget

https://vendors.lausd.net/irj/portal
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SAP NetWeaver Portal - Mozilla Firefox

3. As required, complete/review the following fields:

Field R/O/C Description

Password * R A secret word or phrase that must be used to gain access.

Example:
*****
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SAP NetWeaver Portal - Mozilla Firefox

4. Then click the  button.
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Own Data - SAP NetWeaver Portal - Mozilla Firefox

5. Click the  tab to update company data.

User's Own data will be displayed by default.
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Company Data - SAP NetWeaver Portal - Mozilla Firefox

6. As required, complete/review the following fields:

Field R/O/C Description

Address: R Address of the company with 60 characters limit

Example:
136 Atlantic Road

As required, update the corresponding 
fields.



  

Title:  Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User  Transaction Code:  NA

Last Modified:  7/9/2013 8/25    Business Process Procedure

Company Data - SAP NetWeaver Portal - Mozilla Firefox

7. As required, complete/review the following fields:

Field R/O/C Description

Postal Code / City: R 5 Digit Postal Code

Example:
85053
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Company Data - SAP NetWeaver Portal - Mozilla Firefox

8. As required, complete/review the following fields:

Field R/O/C Description

Postal Code / City: R 5 Digit Postal Code

Example:
Phoenix



  

Title:  Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User  Transaction Code:  NA

Last Modified:  7/9/2013 10/25    Business Process Procedure

Company Data - SAP NetWeaver Portal - Mozilla Firefox

9. As required, update/reveiw the following fields:

For updating remaining fields, use the scroll bar to scroll up/down.
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Company Data - SAP NetWeaver Portal - Mozilla Firefox

10. As required, update/review the following fields

If needed update Payment Remittance Address and Communication Details.



  

Title:  Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User  Transaction Code:  NA

Last Modified:  7/9/2013 12/25    Business Process Procedure

Company Data - SAP NetWeaver Portal - Mozilla Firefox

11. Update Product Categories information either by selecting new product categories or deselecting the existing 
product categories. For example, Click the check box  to select "IRRIGATION SYSTEMS, SUPPLIES ....." 
product category.
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Company Data - SAP NetWeaver Portal - Mozilla Firefox

12. After updating all the required fields, click the  button to save the changes.
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Company Data - SAP NetWeaver Portal - Mozilla Firefox

13. Click the  tab to update User's information (Password, Phone number, etc.).
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Find User - SAP NetWeaver Portal - Mozilla Firefox

14. Use any of the above fields to search for the required user or directly click the  button to display all 
available users.

 In case of not having the complete First Name or Last Name of a user, use the asterisk (*) as a 
wild card search in the respective field.  The asterisk (*) can be used at the beginning and/or end 
of a search string.
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Find User - SAP NetWeaver Portal - Mozilla Firefox

15. Click the edit button  to update the information of the corresponding user. For example, click the edit button 
corresponding to "Robert Henry".

Use the padlock buttons to lock or unlock a user.
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Find User - SAP NetWeaver Portal - Mozilla Firefox

16. As required, complete/review the following fields:

Field R/O/C Description
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Field R/O/C Description

Password R A secret word or phrase that must be used to gain admission to 
something.

Example:
*****

As needed, update the corresponding fields

This is a temporary password created by the 
Vendor Administrator.  The user will be 
asked to change his/her password during 
the first time login to the supplier portal.
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Find User - SAP NetWeaver Portal - Mozilla Firefox

17. As required, complete/review the following fields:

Field R/O/C Description

Confirm Password R A secret word or phrase that must be used to gain access.

Example:
*****
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Find User - SAP NetWeaver Portal - Mozilla Firefox

18. As required, complete/review the following fields:

Field R/O/C Description

Telephone R A number assigned to a particular telephone and used in 
making connections to it.

Example:
305-378-9213
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Find User - SAP NetWeaver Portal - Mozilla Firefox

19. After updating all the necessary fields, then click the  button to save all the changes.
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Find User - SAP NetWeaver Portal - Mozilla Firefox

20. Click  link to return to the user's list.
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Find User - SAP NetWeaver Portal - Mozilla Firefox

21. After updating all the necessary details, click the  button to exit out of LAUSD's Supplier Portal.

Repeat the same procedure to update information of any other user.
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SAP NetWeaver Portal - Mozilla Firefox

22. Click the  button to confirm log off.
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Result

You have successfully updated the company data and the user's information in LAUSD's Supplier Portal.


