Vendor Management

Process: Self Service

How Do | Disable a Guest User Access to the Online Vendor Self Service
Portal?

Step | Action
1. | Click the Maintain Supplier Information link on the left-side menu.

Search:

II[> [Maintain Supplier Infarmation |
= Wanage Orders

[ Review Payment Information

— Change My Password

— My System Profile

2. | Click the User Profiles link to add an additional user to access the New York State
Vendor Self-Service application.
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| LC’[ Maintain Supplier Information
~ Maintain Supplier

Information Maintain and update supplier information

—User Profiles E User Profiles E Addresses E Contacts
— Add Create and maintain users and supply side security| View and update addreas information. View and update contact information
— Contacts

(- Manage Orders

> Review Payment Information
— Change My Password

— My System Profile

3. | Tosearch for a user ID, Click Search to view a list of all users, or Search by User ID.
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Menu &

Search:
§ Maintain Supplier ) Securlty
Information Enter any information you have and click Search. Leave fields blank for a list of all values.
— User Profiles
— Addresses J Find an Existing Value Y Add a New Valug
— Contacts
[> Manage Orders . s o
[» Review Payment Information Search I:ly. User ID begins thCR_OGERS
— Change Wy Password
— My System Profile ;
= Search |.a=.clh:ancecl Search

Find an Existing Value | Add a Mew Value
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Step | Action

4. | The Setup User screen will display.

Check the Account Locked Out? box to disable the user from accessing the system.
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| Search:
= Naintain Supplier . Setup User

Information =

— User Profiles LOGon Uonmation

— Addresses

= Pontars UserID: CROGERS
I> Manage Orders Description: Sales Manager
|l Review Payment Information T .
B ﬁnaSn te Il ';'ETE'_"SWUTU (Examples: Fred Smith, AP Department or Buyer)
|~ My System Profile

- Account Locked out? [

(Click here to dizable the access to the system for thiz user)

Operator Password
(Encrypted):
Confirm Password:

E-mail Address: |rogers@omail.com

Language Code: Engish [ currency code: usp|Q

Rate Type: Current Rate

Role Name Description

NY_ES SUPPLIER_GUEST SFS Vendor 'Guest Login' role Delete
MWY_ES SUPPLIER_USER SFS Vendor "Regular User Delete

Add a UserRole
Supplier Access
Name
HELENE FULD COLLEGE OF NURSING Delete

Add a Supplier
B ] Return to Search List

* Required Field
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5. | Click the Save button.

Although not redirected to a new page, after clicking the Save button, the page will
refresh and save the information entered.
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|- Maintain Supplier Setup User
Infarmation
|

ser Profiles Logon Information

— Contacts User ID: CROGERS
[ Manage Crders [
[ Review Payment Infarmation
— Change My Password
— Iy System Profile

Description: |Sales Manager

(Examples: Fred Smith, AP Department or Buyer)
Account Locked Out?

(Click here to dizable the access to the system for this user)

Operator Password

(Encrypted):

Confirm Password:

E-mail Address: rogers@amail.com

Language Code: English [ Currency Code: |UsD|Q

Rate Type: Current Rate

Role Name Description

MNY_ES_SUPPLIER_GUEST SFS Vendor ‘Guest Login' role Delete

NY_ES_SUPPLIER_USER SFS Vendor "Regular User Delete
Add a User Role

Supplier Access

Name

HELENE FULD COLLEGE OF NURSING Delete

Add a Supplier

* Reauired Field




