: RN A : Title: Maintain Supplier User
‘v 3 . :
’rfq, EF‘ Area: Supplier Self Service

Business Process Procedure
Maintain Supplier User Transaction Code: NA

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
e Administrator User Credentials
Menu Path
Use the following menu path(s) to begin this transaction:
NA
Transaction Code
NA
Helpful Hints
e xxxx within a document represents a variable which may consist of a name number, etc.
e Inthe field description tables, R indicates the action is required, O indicates the action is optional,

and Cindicates the action is conditional.
e The following notes maybe used throughout this work instruction:
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Title: Maintain Supplier User
Area: Supplier Self Service

Maintain Supplier User

Business Process Procedure

Transaction Code: NA

General o Offers additional information such as policy.
Cautionary A Indicates that an action MUST BE completed.
Critical 8 Indicates that an action MUST NOT BE completed.
Shortcut /‘{; Indicates a shortcut to a process.

Last Modified: 7/9/2013
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Title: Maintain Supplier User
Area: Supplier Self Service

Maintain Supplier User

Procedure

Business Process Procedure

Transaction Code: NA

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

SAP NetWeaver Portal - Mozilla Firefox

& SAP MetWeaver Portal - Mozilla Firefox
T SAP MetWeaver Portal i =+
& @ iy #l-qa ausdLnet firj/porta & HB-c o
LAUSD Supplier Portal
Lser” 3
Password *
Leg On
Ll:ll]l}fl Protlemsy Gal 5l.lE E-:I‘I
* Nobe: All reguingd information must bé prosided and rmadch LALISD's
recards in order o -uenera!e anew password i ithe reguested informabion is
unknown, please contact LAUSE's Procurement's Pregualification | Vendar
Senices Unit at (562) 654-0404 for assistance
For effective use of the LAUSD's vendor portal please use internet Exploner
9 {IES) o Firelox browsers.
h-: 4 ',fl
oy AP A A :i_:l“'i S erved
2. As required, complete/review the following fields:
Field R/O/C Description
User * R . s

An identification used by a person to access a network

Example:

90rwidget
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

SAP NetWeaver Portal - Mozilla Firefox

Eile Edtt Yeew Higtery Eookmarks Jook Hep
I SAP NetWeaver Portal

+. @ https//supphyportal-ga. keusdunet i) ports el ' Googile 2 3 #

LAUSD Supplier Portal

Lkger® SOraidgel

. 7 .
Password 1 ¥

Log Gn |
Logon Problems? Get Support

* Nabe: All required information must be provided and match LAUSD's
recaords in order ko generale a new password i the requested information s
unknown, please contact LAUSO's Procurement's Pregualification | Vendaor
Sendces Unit at (562) 654-9404 for assistance.

For effective use of the LAUSD's vendor portal please use internet Explorer

9 (IEG) of Firelox browsers,
Copyright § SAP AG. Al Rights Reserved g
.
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:

*kkkk

Last Modified: 7/9/2013 4/25 Business Process Procedure



Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Hugtory Bookmarks Teoks Help
T SAP MetWeaver Portal

+. @ https//supphyportal-ga. keusdunet i) ports "..-..r' [ m' Googile Fel J,. ﬂ-

LAUSD Supplier Portal

Liger® SOraidgel
Password * illlliil{

_LogOn{ ‘
Logon Problems? Get Support
* Note: All riquired information must be provided and match LALSD'S
recaords in order ko generale a new password i the requested information s
unknown, please contact LAUSO's Procurement's Pregualification | Vendaor
Sendces Unit at (562) 654-8404 for assistance.
For effective use of the LAUSD's vendor portal please use internat Explorer

9 (IES) o Firelox browsers.
AL
Copyright © SAP AG. Al Rights: Reserved E
! _—

4, Then click the Loa On button.
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Own Data - SAP NetWeaver Portal - Mozilla Firefox

Bile Edit Miew Higlory Bookmaks Teols Help
Iﬂﬂmbﬂ-WNﬂWum

{'. B https//supplyportal-ga lausd.net i portal -L__-' & H' Google 2 ‘.— *

Welcome John Widget

TRl e and Auctons | Suppller Coaboraion
i B s ek [ I

Crem Diata

L > EH ] T .,' T
SAP SRM Home | Find | Help | FAQ | Logof ‘\;gfﬂ-' . Sy
P ¢ ownpas
* Find
« Purchass Orders || US€T:90RWIDGET
= Al
* Mew
* Changed I General User Information i
* In Process
| UserHame SORWIDGET
| *FarmOdaddr Mr.
| *FirstHame | John
| "LastMame  [Widget
| *E-Mail Aggress | Wp.prog@iausdnet
| *Country L=A
| Language English
| company | Grange Widget Productionsj0900008210
| Assigned Roles mySaP SRM SUS BidderVendor Adminisiralor SAP SR SUS: Supplier Order Collaboration Lser
I Contact information 1

| Telephone | B00-558-2222
| Fax | 800-555-2223 -
https/fsupplyportal-ga.lausd.net/uj portals ' '

5. Click the EEuEWAREIE tab to update company data.
ﬁ User's Own data will be displayed by default.

Last Modified: 7/9/2013 6/25 Business Process Procedure
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Q}\@ g Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

@ Company Data - SAP NetWeaver Portal - Mogilla Firefox - 0
=" Company Deta - SAP NetWesver Portal +
+ & kg ipphyportal-ga lausd . net /i postal i o R!' Goog e P ‘r 'ﬂ‘
Welcome John Widget Log o E’
Administraton
OwnData | Creaie & | Find Usaer Company Data
Company Data [History , BackForward=
¥
Edit Document:
Taxpayer ldentification Number
Changes to Taxpayer identification Mumber and Company | Indrvidual Name are not permitied ihrough this online application. For assistance, please contact LAUSD's Pr
Vendor Services Unit via e-mail at p3c-vsu@Eiauadnel of by phone at (562) 654-9404.
Company [/ Individual Details
Hame of Company | Indvidual: = Crange Widgel Productions
{ Extension of Hame or DBA )
6 B adaness | [222 Secong Sweer
Postal Code / City. = (85741 |[Tucson
Region / Stae L - |
Country: = us
Fhone Mumber. * [B00-555-737
E-mail Address (Purchasing) = | fangk_widgeliow com
(Registration Confiernation and Purchase Orders will be sent to this e-mail address.) w
L4 >
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.
Last Modified: 7/9/2013 7/25 Business Process Procedure
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Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

Eile Edit Miew Higtory Bookmarks Tools Help
|z Campany Data - SAP NetWesver Portal

{' B https//supplyportal-ga lausd.net i portal i e m' Google 2 & #®

Welcome John Widgel Logofl @

Company Data

Company Data [History | BackF

I =
Edit Document: a

Taxpayer ldentification Number

Changes to Taxpayer dentification Mumber and Company | Indrvidual Hame are not permitted through this online application. For assistance, please contact LAUSD's Pr
Vendor Sendces Unit via e-mad ot pigauElsusd ngl or by phone at (562) 654-9404.

Company [ Individual Details

Mame of Company | Indhidual: = Orange Widge! Productions
{ Extension of Hame or DBA )k
Address: [136 Aslantic Road
7 ostal Code | Gy = {85741 | [ Tucson
Region | Stale: 2z 4
Country: = s 9
Fhone Mumber. * [Bo0-s55-722) | ]
E-mail Address (Purchasing) = [arange_widgelgow com |
(Registration Confiernation and Purchase Orders will be sent to this e-mail address.) w
L4 >
7. As required, complete/review the following fields:
Field R/O/C Description
Postal Code / City: R -
y 5 Digit Postal Code
Example:
85053

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



Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

Eile Edit Miew Higtory Bookmarks Tools Help
|z Campany Data - SAP NetWesver Portal

{' B https//supplyportal-ga lausd.net i portal i e m' Google 2 & #®

Welcome John Widgel Logofl @

CwniData | Creale Users e LEEET Company Data
Company Data [Hishory | BackF =
| ]
Edit Document:
Taxpayer ldentification Number

Changes to Taxpayer dentification Mumber and Company | Indrvidual Hame are not permitted through this online application. For assistance, please contact LAUSD's Pr
Vendor Sendces Unit via e-mad ot pigauElsusd ngl or by phone at (562) 654-9404.

Company [ Individual Details

Mame of Company / Indiidual: = Orange Widget Productions

{ Extension of Hame or DBA )

Address: [136 Aantic Road

8 Postal Code | City: = (55053 [[|Tucson

Region | Stale: 2z 4

Country: = us B

Fhone Mumber. * [Bo0-s55-722) | ]

E-mail Address (Purchasing) = [arange_widgelgow com |

(Registration Confiernation and Purchase Orders will be sent to this e-mail address.) w

L4 >
8. As required, complete/review the following fields:
Field R/O/C Description
Postal Code / City: R -
y 5 Digit Postal Code

Example:
Phoenix
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Tooks Help
== Company Data - S4P NetWeaver Portal |+

* @ hitpe//supplyportal-qa.leusd.nelfin/portal

Cwn Dala Create Users | FindUser | Company Data

Edit Document:

[Esaw]

Taxpayer |dentification Number

Changes to Taxpayer identification Number and Company [ Individual Name are nol permitied through this oaline application. For assisiance, please contact LAUSD's Pr
Vendor Services Unit via e-mail at pso-vsu@lausdnel or by phone at (S62) 654-9404.

Company / Individual Details

Hame of Company ! Individual: = Orange Widget Productions

{ Exension of Name or DBA ):

Address: [135 Atantic Road |

Postal Code / City, = |85053 | | Phosniy |

Region / State; 2 1

Country. = ws 3

Phone Number: = [a00-555-227] | ]

E-mail Addréss (Purchasing). = .-:ifil'lnl_*ld-llt@ﬁkﬂm |

(Registralion Confirmation and Purchase Orders will be sentio this e-mall address.) ”

< ' H

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

A For updating remaining fields, use the scroll bar to scroll up/down.
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;\E }" Area: Supplier Self Service
Business Process Procedure
Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

@ Company Data - SAP NetWeaver Portal - Mozilla Firefox - O

== Campany Data - S4P NetWeaver Portal |i

& ) @ hitps//supplyportal-ga.md.net/ir/parta g v |[B- Googte N 'S

Welcome John Widget heq ol w

Adminisiration

CwniData | Cre | FindUser | Company Data

Company Data [History | BackForward =

Payment Remittance Address ( if different from previous section )

It a Paymend Remittance address is being provided, please provide complete name and address informalion.
[C]5ame as above:

Hame of Company; :Drange Widget Productions
{ Extension of Name or DBA Y. |

Address: | PO Box 222

Fuostal Code | City: (90017 | [Los Angeles
Ragitn / State: ca [

Country. us [l

Communication Details

Ricommanded phoneTax nember femat is 0000000000
MNOTE: The e-mail address identified in this seclion will be used for sending e-mail
notifications relating to bidding opportunities.

Copy Company Data
First Mame: = | John ] Phone Humber. = B00-55¢
Last Mame: = vndg-.all Fax Humibar BOD-55¢
F = W
oren of Address LU E-Mail Address: = Irp.prog
< ¥

10. As required, update/review the following fields

ﬁ If needed update Payment Remittance Address and Communication Details.
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h: Title: Maintain Supplier User
;\E /1.'—' Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

@ Company Data - SAP NetWeaver Portal - Mozilla Firefox - O
== Cornpany Data - SAP NetWesrver Portal | +
+ B hitps://wpplyporal-galsesd.net/ i ports e R] (rang P * #
Wilcome John Widget e @
OwnData | Create Users Find User | Company Data
Company Data [History , BaciForward=
¥

Froduct Categories

Please anber product categodies brlow, This nformation will 255is1 Procuremant Stall in developing bidders lists of suppliersAendors based on heir identied areas of inberes
list below 1o identify your aneas of inberest

[#] PLASTICS, RESINS, FIBERGLASS: CONSTRUCTION, FORMING, LAMINAT [ BAGS AND LINERS, PLASTIC: GARBAGE CAN LINERS, JANITOR CART L
Check  Category Description al

[ PIPE CASTIRON

[ PPE CLAY

| FIPE, COPPER

[ FPESTEEL

[¥  PLASTICS, RESING, FIBERGLASS: CONSTRUCTION, FORMING, LAMINAT

[+ BAGS AND LINERS, PLASTIC, GARBAGE CAM LINERS, JANITOR CART L
] PLUMBING FIXTURES

L
11- []  IRRIGATION SYSTEMS, SUPPLIES, PARTS, AND ACCESSORIES
O FLUMBIMNG FIXTURES AND PARTS: LAVATORIES, SINKS, TOILETS (WAT
| PLUMBING TRIM: FALICETS, FITTINGS, ETC. =
Small Business Enterprise ( SBE )
I you are a Small Buginess Entenprise, which of the following agencies are you ceriied with?; |SEE _r'}_
When doos your SBE Costification expire? EFEGEN sl v
L4 >
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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Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

@ Company Data - SAP NetWeaver Portal - Mozilla Firefox

== Cornpany Data - SAP NetWesrver Portal |+
+ B hatps/ upphypotal-galsssd.net/if porta d c E]' Googie

OwnData | Create Users Find User | Company Data

Small Business Enterprise ( SBE )

If you are a Small Business Enterprise, which of the following agenties are you cerified with?: |2BE [m)
When does your SBE Certification expire? [z 2013 1Y
{Please provide date in MLUDDAYYYY kel )

Aearage Annual Sales over a three-year period? [ 100,000.00 |
I,'HEESEM nioluse dallar 'Siﬂﬂ]

Mumber of Employess?: :UDM':IUE-

(Please oo nol use commas)
Please enber a maxdmumn of hree (3) Nodh American Ingustry Classification Svstem NAICS) codes below. | 222222

[2z2223
(222554

Demographics [ Optional )

AT yOU 3 minodity-owned andlor woman-owned enlenprise?
Gender. |Male [=]
Emnicity, (01 )

12

€
Jawascriptwoid (0

Company Data |Histary | BaciForawar

12. After updating all the required fields, click the button to save the changes.
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

Elle Edit Miew Higtory Bookmarks Tooks Help
|ﬂ“ﬂnﬂw0m-MPNﬁwmthnml

+ =] https:/ Naupplypoital-galsusd. et/ in/ports T o = (poagie e ; *

Welcome John Widget bt @

Owri Data | Create Lsers

[ Business partnér S00006210 changed successhully A
Contact Person 000006211 Changed successhally - Display Help

L «.-.’I.E:

Taxpayer Identification Number

Changes o Taxpayer identification Number and Company | Individual Name are nol parmitted through this online application. For assistance, please contact LAUSDs Pro
Vendor Services Unit via e-mail at o5 g u@lausdned or by phone atl (562) 654-9404,

Company / Individual Details

Narme of Company | Indiddual Qrange Widge! Producions

{ Exdension of Name or DBA )

Adiress: 136 Allaniic Road

Postal Code J City: = 85053 | |Phosnix

Region | State: AZ

Country = us

Phong Humber: = B00-555-227

E-mail Address (Purchasing): = orange_widgel@owcom

(Registration Confirmation and Purchase Orders will be sent o this e-mail address, )

E-mail Address (Accounling): orange_widgel_accip@ow.com -
€ »

https/fsupphyportal-ga.lausd.netSw)/ portald

13.  Click the BUEREEED tab to update User's information (Password, Phone number, etc.).
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

Elle Edit Miew Higtory Bookmarks Tooks Help
| = Find User - SAP NetWeaves Poral
+ 8 hitps:/fupplyponal-galausd.net/in/ports piy & = (Google 2 3 &
Wilcome John Widget hea ol @
Owr Data | Creale Users Find Usér | Company Dala
Fimd User [History , BackForward=
L]
A ¥ 7 " ] 3
SAP SRM Home | Find | Help | FAQ | Logof 4 ;;;rg..- g Ev
IR ¢ Finguser
* Find
* Purchase Ord l Find User .
= A | First Mame
- Hew | Last Hame
* Changed | usertame |
= In Process | E-Mail Address | ]
| Compary [ COrange Widget Productions)ir000p6210
14 {Find]
Jawascriptwoid (0

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

6 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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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox
@ Find User - SAP NetWeaver Portal - Mogzilla Firefox - =

27 Find Uses - SAP NetWeaver Portal |+
+ =] https:/ Naupplypoital-galsusd. et/ in/ports ‘._,_;' o m = (oogie e ‘- ﬂ

Waelcome John Widget g e @

. —— ;
SAP SRM Home | Eng | Help | FAQ | Logo A \s. iy > 3
I ¢ Eing user > Useruist
* Find
= Purchase Orers. U387 List
- Al
18 " Mew l¢r @ 01 B & off OOB SORWIDGET JohnWidget | 900005210 Orange Widget Productions  mySAP SRAI SUS BidderVe
* Changed |ér | 2 @ B & of OOB SWOUSER! ReobetHeny | 500006210 | Orange Widget Productions | mySAP SRM SUS Bidder 4
I gl @ M @ & & OO0 9WOUSER? | TodeStefinnde | 900006210 | Orange Widget Productions | mySAP SRM SUS Bidder, 34
& @ M B & & ©O0B ywWDUSER? | amensargsyan | 900005210 | Orange Wicget Productions | mySAP SRM SUS Bidder S
& F D 8 & £ OO0 sWDUSER4 | chis krahn 200006210 | Orange Widget Productions | my3AP SRM SUS Bidder 54
a8
€ ¥
jweascriptovoidill;

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

6 Use the padlock buttons to lock or unlock a user.
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Area: Supplier Self Service
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Business Process Procedure

Maintain Supplier User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

Eidle Edit Miew Higtory Bookmads Tooks Help
|FFiMM*WHﬂWIWPM

+ =] https:/ Naupplypoital-galsusd. et/ in/ports ‘._,_;' o m = (oogie e ‘- ﬂ
Welcome John Widget

OwhData | Croale Uséis Find Usér | Company Dala

SAP SRM  Home | g | Heip | 540 | Logon 25T Y &
BN ¢ Einguser > UserList > EdtUser

* Find
I Enas oaar) | user : sWIDUSER1

= AN Cancal

- New

* Changed I General User Information =]

* In Process
| User Hame SWIDUSERT

16 tPasswor {l
| Confirn Password |
| *Formotadar m w
| *Firsi Hame | Roben
| *LasiMame Henry
| “E-Mail Addrass [ Robemabo@gmail com
| *Couniry usa w
| Language I English v
| Company [ orange vaaget Frocuctions|osoooosz10
VWV102_0000 SAP SRM SLIS: Supplier Order Collaboration User w

16. As required, complete/review the following fields:
Field R/O/C Description
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Title: Maintain Supplier User
Area: Supplier Self Service

Maintain Supplier User

Field

Business Process Procedure

R/O/C

Transaction Code: NA

Description

Password

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

Example:

*kkkk

@ As needed, update the corresponding fields

//'\ This is a temporary password created by the

“=2  Vendor Administrator. The user will be
asked to change his/her password during
the first time login to the supplier portal.

Last Modified: 7/9/2013
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

Fide Edit Miew Higtory Bookmadcs Tools Help
|FFiMM*WHﬂW!mPM|I

+ =] https:/ Naupplypoital-galsusd. et/ in/ports ‘._,_;' o = (oogie e " ﬂ

Witcom John Widget - kegoft @

OwhData | Croale Uséis Find Usér | Company Dala

Find User History , BaciForward=

SAP SRM Home | Find | Help | FAQ | Logoff [\_;‘_;, {?:i-——--._, i ™
B ¢ Finguser > UserList > EditUser

* Find
T | user : sWIDUSER1
= Al Cancel
* Mew
* Changed I General User Information =]
*® In Process
| User Hame SWIDUSERT
| Pagsword | #sssssuns
17 | Confirrn Password[ |
| *Formotadar ML, w
| *Firsi Hame | Roben
| *LasiMame Henry
| *E-Mail address | Robemabog@gmail com
| *Couniry usa w
| Language I English w
| Company | Crange Wigget Procuctions|DB0000EZ10
B Wi02_0000 SAP SRM SUS: Supplier Order Collaboration User o

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:

*kkkk
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User

Find User - SAP NetWeaver Portal - Mozilla Firefox

Eidle Edit Miew Higtory Bookmards Tooks Help
|FFiMM*WHﬂWIWPM

x |z Manage REx - SAP NetWeaver Portal -

Transaction Code: NA

wpphypoftal-galsusd.net’in/ports

+ =] hitps:
Welcome John Widget

Administration

ipay Dala

e B-

o

(raagie

l WW01_0000  Vendor Administrator
[E W100_0000  mySAP SRA SUS Bidder

| "E-Mail Addrass Robera madl com

| *Country usa ”

| Languags IEnwm—T

| Company | Orange Widget Froductions| 0800006210

WI0Z_0000  SAP SR SUS: Supplier Order Collaboration User

| contact intormation

18 | Tetephone ]_l 305-984-8912

| Fax [ 305-378-9012

| Position | Customer Representative
| Depanment [Sales ana Disvibution

I Settings

cl

| Dane Farmat MMDONYYY

| Decimal Format | 12.245,687.90 | v

A

18.

Field R/O/C

As required, complete/review the following fields:

Description

Telephone

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

Example:
305-378-9213

Last Modified: 7/9/2013
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User

Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

@
= Find User - SAP NetWeaver Portal I -+
+ & kg upphrportal-galsusd. net in ports
Welcome John Widget

CwrnData | Cireale Useis

Fimd User

SAP SRM

Home | Find | Help | FAQ | Logoff

Find User - 5AP NetWeaver Portal - Mogilla Firefox

Find Usér | Company Data

B ¢ Eincuser > UserList > EditUser

v Purchase Orgers 1 USET 1 SWIDUSER1

= Al [Bave] | Cancel
I""
* Changed

19

| General user intormation

* In Process
| user Hame

| Passwerd
| €onflern Password

| *FormOtadar

| *First Hame

| *Last Hame

| *E-Mail Addrass
| *Counry

| Language

| company

‘B Role

SWIDUSERT

r
ELLL LT

Iir, w
[Foben
[Henry
[ Robetabo@gmail com
USA W
[Engisn ]

I Qrange Widgel Productions|0S00006210

 Description |
B W102_0000 SAP SRM SUS: Supplier Order Collaboration Uiser

19. After updating all the necessary fields, then click the Save button to save all the changes.

Last Modified: 7/9/2013
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Title: Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

Maintain Supplier User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

= Fand User - SAP Met\Weaver Portal

*_ @ hetps//supplyportal-qaleusd.net i) ports i 7O B - Googie 2 5 #®
Welcome John Widget : Log off @
OwnData | Create Users Find User >mp
Find User [History , BackForward=
E
SAP SRM Home | Find | Help | FAQ | Logof ‘ 'K-;.".".‘gﬂ:: X ad " sapdl

B ¢ Eoguser > UserList > EditUser > Display User

+ Puchase ongers. ] USET9WIDUSER1

" A
* Hew
* Changed lmmnmm j
* In Process
| User Hame SWIDUSER
| *Formotader [

| *First Hame Robert

| *Last Hame Heniry

| *E-Mail adaress |Robertabog@gmail com

| *Country fusa™ =

| Language [Engisn

| Company | Orange Widget Procuctions|0200006210

| Assigned Roles mySAP SRM SUS Bidder SAP SRM SUS Supplier Order Collabarafion User

l Contact Information -

| Tetephone | 305-378-9213
| Fax 305-378-9012 ~

20. Click W22 LIZ1 |ink to return to the user's list.
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Title: Maintain Supplier User
Area: Supplier Self Service
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Maintain Supplier User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

Ede Edit View Higtory Bookmards Tock Help
|z Find User - SAP NetWeaves Portal

+ 8 hitps:/fwupplyporal-galausd.net/in/ports v o m - Google Pl

Administration

L MHistory , BaciForward=
SAP SRM Home | Fing | Huip | FAQ | Logol 4 ke R

_‘ EindUssr > UserList

- mm I—Uur List
- -I-II__—___
* New SORWIDGET | John Widgel 900005210 | Orange Widget Productions | mySAP SRM SUS Bidderve
* Changed SWIDUSER1 | RobertHenry | 900005210 | Orange Wicge! Producions | mySAP SRM SUS Bidder A
* In Process | |

SWIDUSERE | Todd Stefinnde 00006210 | Orange Widget Productions | my34P SRM SUS Bidder 54
OWIDUSER3 | Armen sargsyan | 900005210 | Orange Wicget Producions | mySAP SRM SUS BidderSa
SWIDUSER4 | chiis krahn 00006210 | Crange Widget Productions | mySAP SRM SUS Bidder 54

s 0
# @
& |0
¢ |0
a?ltl

88888

r . 1

21. After updating all the necessary details, click the L2997 button to exit out of LAUSD's Supplier Portal.

6 Repeat the same procedure to update information of any other user.
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Area: Supplier Self Service
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Maintain Supplier User

SAP NetWeaver Portal - Mozilla Firefox

@ https://supplyportal-ga.lausd.net/irj/serviet/ prt/portal/prtroo * v

& Are you sure you want to log off?

javascriptvoid(0);

22.  Click the Y&s putton to confirm log off.

Transaction Code: NA
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Maintain Supplier User Transaction Code: NA

Result

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