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Business Process Procedure

Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Purpose

Existing LAUSD vendors will use this procedure to obtain access to LAUSD's Supplier Self-Service
application online.

Trigger
Perform this procedure when an existing LAUSD vendor needs to create a user ID to allow access
to LAUSD's Supplier Self-Service application.
Prerequisites
LAUSD E-mail notifications containing website link, temporary User ID, and password
Menu Path
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:
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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.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Procedure

1. Two system-generated E-mail notifications will be sent out by LAUSD. The first E-mail notification will contain a
website link and temporary User ID. The second E-mail notification will contain a temporary password. Following
are examples of the E-mail natifications that will be received:

Dear Sir/Madam,

Your temporary password for registration is @ Qh[d8Ggn+6QwS{hE]-QU7idgKke<rPj>Y=bz#D{
Flease copy and paste the provided password to avoid any data entry error.

Best Regards,

Procurement, Vendor Services
Los Angeles Unified School District
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Violet Widget Productions - Message (Plain Text)

2. Click the link to start creating an administration user
https://sus-gal.lausd.net/sap/bc/bsp/sap/srmsus selfreg/userlogin.him
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Existing LAUSD Vendor - Maintain
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Supplier User

Self-Registration - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
{7 Sali-Registration
* " & hitpesfout-gal lausd et wap BOTIbEF Toddi= = ) be/bap/saparrmius_selfregfutsrlagn.hirm e o Ielugumﬂrimny P + 'ﬁ'
|8 Most Visited @) Getting Started || Web Slice Gallery || cricket | | Movies [ || office | | University Graduste Sc.. || Tomentssite | | Unido &7 Sbu - SAP NetWeaver ..
Hulbs! Bafors you start, ...
Plaks anbs your U NS 8D paasecnd 1o regiver
| vsar Hama |
I-uhm'||
3. As required, complete the following fields:

ﬁ Fill in the User Name and Password fields using the temporary User ID and Password from the
LAUSD email notifications.
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Existing LAUSD Vendor - Maintain Transaction Code: NA

Supplier User

Self-Registration - Mozilla Firefox

File Edit View Higtory Bookmarks Toals Help
| Set-Regisration

+_ '} =1 hittps/ Msus-ga 1 lsusd.netsap(bD11biZj P TiodMA= =) b/ bspfsapfsrmsus_selfreg/userogin.htm o m' uhgum.h'irrw P ‘ ‘n‘
(&) Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies P | office || Universty Graduste Sc... | Torrents site | Unido =& Sk - SAP NetWesver ...
Mpaps Snber Four e name 80d passwerd 1o regnier

| Uar Hama [EFCTIOSECT

| Fasmcrs [ 3

4 fSuema]
Javascriptvosd{0);
4., Then click the button.

Business Process Procedure
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Existing LAUSD Vendor - Maintain
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Self-Registration - Mozilla Firefox

5. As required, complete/review the following fields:
Field R/O/C Description
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Field R/O/C Description
*
User Name R An identification used by a person with access to a network
Example:
9Viwidget

All User Names / User IDs must begin with a
'9"' and contain a maximum of 12 characters
(including the '9").

& Make sure to fill fields indicated with a "*".
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Supplier User

Self-Registration - Mozilla Firefox

@ Self-Registration - Mozilla Firefox - g
 Self-Regetration I +
+ B hittg I lansdunet/ sap B0 1 baZ )P Thoddla b/ bsp s misus selreg use e tmn T sap-par Tk o R!'I:Mgurrmdmprr,' F' 1lr ﬂ‘
B Most Visited I Getting Started | | Web Shice Gallery || cricket | Movies [l | office || University Graduste Sc... | Torrents site | | Unado =& Sbx - SAP NetWeaver ...

Hallo! Bafore you shard. ...

You will B oeated a8 an sdminisrabor bor your company with tha following megistrasion
Prasuguisits ke this i that pour sompany has B registenss with us

Fimlds indeombid with 5 © musl ba Mied

| sar Bimena Hrwesgal
& Faacnd
| “camfim Passwsd

| ~Formotazar Satnct [=]

| “Finit Hams

| "Last Hama

| “E-htmil Addnes

| “Comuniry Afgnanisian [=]
| Langusge Erglisn [=]
| Talegmone

| Fax

| Pesation

| Departrant

| Dwts Format MWDO YTV Y ]

| Becimal Pommad  [12.345 887 80]=|

| Tima Zeea Facifis Toma [Lod Angete)] =

Thuih st will Tellow Hol S8l SENEEASE SNl Rive Bean eeablished o tha ovarsl] Disiers Privacy Policy

[ ¥as. | haven readl the dats privecy itatement snd sccapt e terma

6. As required, complete/review the following fields:
Field R/O/C Description
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Supplier User

Field R/O/C Description

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

Example:

*kkkk

/i\\ The password created and confirmed on

“*= this screen will be used when directed to the
Supplier Portal. There will be another
opportunity to change the password when
accessing the Supplier Portal for the first
time.
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Existing LAUSD Vendor - Maintain
Supplier User

Self-Registration - Mozilla Firefox

Transaction Code: NA

7. 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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Existing LAUSD Vendor - Maintain
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Supplier User

Self-Registration - Mozilla Firefox

Ble Edit View History Bookmarks Tools Help
| Self-Registraton

+ B httpx//sus-gal. lusdunet/sap(bD 1 BT)P Tiodd A= = Vb bsp/ sapsemisus_selfreg/userselfreg. htm Tsap- params= oy c H' telugurnatrimony £ 1‘.- ﬂ‘

(&) Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies P | office || Universty Graduste Sc... | Torrents site | Unido =& Sk - SAP NetWesver ...
Vou will b oreated as an ini o e wany wish fha h g g

Prasuguisite b this is that pour company has Besn mgistened with us
Finlds indecabed wish & * must be Slied

| st Haema [Eviwsagat ]
|# [ ]
| “Confim Passwed [sssssss ]

8 —Formotiadr— Setect [
| First Huma [ ]
| "Lmst Hama: | ]
| “E-Mail Addrass | ]
| “Couniy Afgnanisian =
| Langusge [Engiin I=l
| Talagnone [ ]
| Fa [ ]
| Pesation I ]
| Departmant [ ]
| Cwte Foema MWDDTYY e
| Becimal Pormad  [12.34%. 887 80]=]|
| Tima Zeew [Pacific Tima (Les Angatas=|

Truih gt will follow el il SLENGSASH BMEl hdve Baan Rablished & e Svirsll Distiers Privacy Policy

[ ¥as. | haven readl the dats privecy itatement snd sccapt e terma
:'tl'.‘l'.

8. Click FormOfAddr drop down button to access available options.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Self-Registration - Mozilla Firefox

Ble Edit View History Bookmarks Tools Help
| Self-Registraton

+ B httpx//sus-gal. lusdunet/sap(bD 1 BT)P Tiodd A= = Vb bsp/ sapsemisus_selfreg/userselfreg. htm Tsap- params= oy c H' telugurnatrimony £ 1‘.- ﬂ‘

(&) Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies P | office || Universty Graduste Sc... | Torrents site | Unido =& Sk - SAP NetWesver ...
Vou will b oreated as an ini o e wany wish fha h g g

Prasuguisite b this is that pour company has Besn mgistened with us
Finlds indecabed wish & * must be Slied

| st Haema [Eviwsagat ]
|# [ ]
| “Confim Passwed [sssssss ]

| Fomotadar a [=

| “Fim Nama Sulwct ]
AT }

| “E-Msil Addrass | Mis ]

| “Couniy Afgnanisian =

| Langusge [Engiin I=l

| Talagnone [ ]

| Fa [ ]

| Pesation I |

| Departmant [ ]

| Cwte Foema MWDDTYY e

| Becimat Pormat  [12,34% 287 80[=]

| Tima Zeew [Pacific Tima (Les Angatas=|

Truih gt will follow el il SLENGSASH BMEl hdve Baan Rablished & e Svirsll Distiers Privacy Policy

[ ¥as. | haven readl the dats privecy itatement snd sccapt e terma
:'tl'.‘l'.

9. Select the desired option. For example, click_ .
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Self-Registration - Mozilla Firefox

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

Field R/O/C Description
-
First Name R The name that occurs first in a given name
Example:
Paul
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
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Self-Registration - Mozilla Firefox

Fle Edit View Higtory Bookmarks Took Help
| £} Self-Registraticn

* B bt/ s el sdunet/ sap (b0 IBiZ)P Thaia= = I be baps sap/ srmsus_selfreq/ userselireg,hirmTsa p- paramss c = telugurmatimony 2 W

(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies 1M | office || University Graduate 5<... | Torentssite || Unide =7 Sbu - SAP NetWeaver ...
Halls! Balote you e,
You will be - for your

pany with tha & -l
Prasequisite for this i that your company has Besn reghisersd with us
Figlds indicated with & * must e Wied

| "vaar Hama [ Eieigat
| “Paaswsid :uu-nt

| "Cordem Pamword | aasssss
| *Formdbs (e [¥]
| "Eing rapma Pl

| L e |
| "E-dtwil Adcewm |
| “Caaniry 'ﬂghlnﬂur :
| Language [English I=l
| Teleproe [
| Fax

| Poseninn

| Depanmane
| Brate Formas - aanil|

| Decirmad Feernat [ 12,345 25T B0[=
| Tima Zone [Pacific Time [Les Angeiesl =]

11

Thriis site will Bzliow the same Slandand 5=t have Seen established 5o e oversll Ditrics Privesy Pelicy

] ¥es. | have rend the date privecy itssemant and Sooect the lerra

Craate

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

Field R/O/C Description
*Last Name R

A name shared in common to identify the members of a family.

Example:
Widget
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Self-Registration - Mozilla Firefox

Fle Edit View Higtory Bookmarks Took Help
| £} Self-Registraticn

* B bt/ s el sdunet/ sap (b0 IBiZ)P Thaia= = I be baps sap/ srmsus_selfreq/ userselireg,hirmTsa p- paramss iy = telugurmatimony P ¥ #

(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies 1M | office || University Graduate 5<... | Torentssite || Unide =7 Sbu - SAP NetWeaver ...
Halls! Balote you e,

You will be - for your gy with tha & 3 rEg

Pravequisite for B i that your company has Been rigisered with us

Fimlds indicsied with 8 * must be Sied

| "vaar Hama [ Eieigat
| “Paaswsid :uu-nt
| "Cordem Pamword | aasssss

| Feemitdsse M =

| "Eing rapma Paul
1 Lt Hama [Wiged

2 | "E-btmil Acciewm | |
| “Cosarnry [Asghanismn =]
| Language [English I=l
| Teleproe [
| Fax
| Poseninn
| Depanmane
| Brate Formas - aanil|
| Decirmad Feernat [ 12,345 257 50[=]
| Tima Zone [Pacific Time [Les Angeiesl =]

Thits st will Bolior this Same SLEnGan Bt have Seen establishesd s e sverall Dasiars Privesy Policy

O] e, | have read the date privesy itatement and ssoep! the b
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12. As required, complete/review the following fields:
Field R/O/C Description
*E-Mail Address R

An email address identifies an email mailbox to which email
messages may be delivered.

Example:
abef@gmail.com
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Self-Registration - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
| £} Self-Registraticn

* =] httpss/ sus-ga ) asdunet sap (B0 bl P Thedvii= = Vbebapdsapdsrmius_selfreg/userselfreg.htmMsap- paramas cmb o = telugurmatimony e " 'ﬂ

(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies 1M | office || University Graduate Sc... | Torents site || Unide 27 Sbu - SAP NetWeaver ...
You will be - for your

pany with tha & el
Prasequisite for this i that your company has Besn reghisersd with us
Figlds indicated with & * must e Wied

“Usar Mama [ Eieigat
B iwidget

Im -

LEELELEY

| *Cortiem Paspsor [ssasses

| Fomotiae [ 5]

| "Eing rapma Paul

| Last rierm [Wicge:

| "E-dtwil Adcewm | abab@gradl o]
13 | “Cosarviey A:imriun_E

| Language | English I=l

| Teleproe [

| Fax

| Poseninn

| Depanmane [

| Brate Formas - aanil|

| Decimal Format  [17,34% £57 5011

| Time Zona [Pacifiz Tima [Los Angaieal =]

Thriis site will Bzliow the same Slandand 5=t have Seen established 5o e oversll Ditrics Privesy Pelicy

O] e, | have read the date privesy itatement and ssoep! the b
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13. Click the drop down =1 putton to select the desired country.
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Self-Registration - Mozilla Firefox

14. For example, Select from the drop down list.
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Self-Registration - Mozilla Firefox

Fle Edit View Higtory Bookmarks Took Help
| £} Self-Registraticn
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| “Cosarnry wsal T+

| Language [English I=l
15

| Fax

| Poseninn
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15. 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:
342-673-1256
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Existing LAUSD Vendor - Maintain
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Supplier User

Self-Registration - Mozilla Firefox

16. As required, complete/review the following fields:
Field R/O/C Description

Fax R A fax is a document sent over a telephone line

Example:
342-673-1257
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Self-Registration - Mozilla Firefox

Fle Edit View Higtory Bookmarks Took Help
| £} Self-Registraticn
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17. As required, complete/review the following fields:

Field R/O/C Description
Position R

A position in a hierarchy or organization

Example:
Administrator
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Existing LAUSD Vendor - Maintain
Supplier User

Self-Registration - Mozilla Firefox

Transaction Code: NA

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

Field

R/O/C

Description

Department R

"Organizational department to which the cost center created
will be assigned. Also, a group of machines or production lines
that do similar manufacturing operations."

Example:
Sales

Last Modified: 7/9/2013
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Existing LAUSD Vendor - Maintain
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Supplier User

Self-Registration - Mozilla Firefox

19. Click the check box [1to accept terms and acknowledge the privacy statement.

fi This step must be taken in order to complete the creation process. The Create button cannot be clicked on until the
/% check box is marked.
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Self-Registration - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|’“Cmmﬁn§...

* =] httpss/ sus-ga ) asdunet sap (B0 bl P Thedvii= = Vbebapdsapdsrmius_selfreg/userselfreg.htmMsap- paramas cmb x = telugurmatimony e " 'ﬂ
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20. Click the 'Create’ putton to create an administrator.
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Existing LAUSD Vendor - Maintain

Supplier User

SAP NetWeaver Portal - Mozilla Firefox

Transaction Code: NA

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

Field

R/O/C

Description

User *

An identification used by a person to access a network

Example:
9Viwidget

@ Fill in the fields with User Name and
Password entered in the previous section.

Last Modified: 7/9/2013
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Eoolmarks Tools Help
=™ SAP NetWeaver Portal

+‘ B hitps/Fsupplyportsl-ga.lausdunet/u portal T ' Google 2 3 #®

LAUSD Supplier Portal

User® Biwidgel
Password * :Ir 2

_LogOn |
Logon Problems? Gel Support
* Mote: All required information must be provided and match LALISD's
PRCOrES in order bo Qenerale 3 new password. If he requesied information i
unkngwm, please conad LAUSD'S Procurements Préqualiication | Viendor
Senices Unil a1 (562) 654-0404 for assistance.
For effective use of the LAUSD's vendor portal please use Internat Explorer

9 (IES) or Firefox browsers.
Copyright @ SAP AT, A1 Rights Reserved Ly
_—
22. 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
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SAP NetWeaver Portal - Mozilla Firefox

23. Click the Lea On putton.
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SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Eoolmarks Tools Help
=™ SAP NetWeaver Portal

+‘ B hitps supphyportal-ga.lausdunet s portal = o H = Doogle e " ‘ﬁ

LAUSD Supplier Portal

Change Password )
Ol Password * I ]
Hew Password *
Confirm Password *
_Change | _Cancel |
ey
Copymight @ SAP &5 &1 Rights Reserved |
A
24. As required, complete/review the following fields:
Field R/O/C Description
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Field R/O/C Description

*
Old Password R Current Password

Example:

@ In this Change Password section, the
password can either be changed or the same
password retained. To keep the same
password, it must be provided in each of the
three fields --- Old Password, New
Password, and Confirm Password.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Eoolmarks Tools Help
=™ SAP NetWeaver Portal

+‘ B hitps/Fsupplyportsl-ga.lausdunet/u portal T ' Google 2 3 #®

LAUSD Supplier Portal

Change Password
Oid Password * P
Hew Password * ] 2
Confirm Password *
_Change | _Cancel |
ey
Copymight @ SAP &5 &1 Rights Reserved |
——ss,
25. As required, complete/review the following fields:
Field R/O/C Description

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

Example:
*kkkk
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Eoolmarks Tools Help
=™ SAP NetWeaver Portal

+‘ B hitps/Fsupplyportsl-ga.lausdunet/u portal T ' Google 2 3 #®

LAUSD Supplier Portal

Change Password
Oid Password * SEEEEEEE

Hew Password * T

Confirm Password * 1 21

_Change | _Cancel |

.

Copyright i SAP &5 &1 Rights Reserved

26. 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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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

SAP NetWeaver Portal - Mozilla Firefox

27. Click the button to change the password.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Own Data - SAP NetWeaver Portal - Mozilla Firefox

28. Click the EHMSEIWEREIE tab to update company data.
@ User's Own data will be displayed.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

@ Company Data - SAP NetWeaver Portal - Mozilla Firefex - O
== Campany Data - SAP NetWenver Portal | =
= &y ipplyportal-ga. lsusd.nelfin parta @ B - telugumatrirmony 2 %+ #®
5 Most Visited @) Getting Started | | Web Slice Gallery  cricket Mevies [~ office Unirversity Graduste 5¢.. | Toments site | | Unido =7 Sha - SAP NetWeaver ... ;
Welcome Paul Widget wadol w
Administration [GEES T TS ” Supplier Collabaration
OwnData | Create Users | FindUser | Company Data
Company Data [History , BackForward=
L
- oy
Edit Document:
Taxpayer Identification Number
Changes to Taxpayer identification Humber and Company | Indivddual Name are not permitted through this online application. For assistance, please contact LAUSD's Pr
Vendor Services Unit via e-mail al psovsu@lansd nel of by phone at (562) 654-5404,
Company [ Individual Details
Hame of Company ! Individual: = Violet Widget Productions
{ Edension of Name or DBA )
Address: 5T N Widget Way
Postal Code J City, 90033 | |Los Angeles
Region / State; ca 1
Coundry. = us 9
Phone Number: = 800-555-03%
E-madl Address (Purchasing). = Irp.pro@iaus dnet v
£ ¥
29. As an already existing LAUSD vendor whose information was converted into the new system, some of the

Company Data information will be populated. Other information such as e-mail addresses for purchasing,
accounting, and bidding activities, contact information, and selection of product categories must be provided.

@ As required, update the corresponding fields
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

30. Click the drop down button  to select the appropriate Form of Address.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

31. For example, Click to select line.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

32. Click the drop down button EI to select type of business.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

33.

Select appropriate list item. Example: S Corporation SELDIE O .
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

34. If available, type in "If you have a Seller’'s Permit / Use Tax Account / Resale Number issued by the California
State Board of Equalization, please provide the number": text box or leave it blank.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

35. Select and click product categories offered by the company. Example: check box  for Plastics, Resins.......

@ The selection of product categories allows a supplier/vendor the opportunity to identify their
- areas of interest for bidding opportunities.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

36. Type in or select using the button, if you are a Small Business Enterprise, which of the following agencies are
you certified with? or leave it blank.

Q The Small Busines Enterprise (SBE) section and Demographics section are optional.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Eoolmarks Tools Help
=™ Company Data - SAP NetWeaver Poral

+‘ B hitps supphyportal-ga.lausdunet s portal = o ' telugumatrimarny e " ‘ﬁ
(& Most Visited @) Getting Started || Web Shce Gallery | cricket | Movies I | office || University Graduate Sc_. | Toments site || Unido 27 S - SAP NetWeaver _ s

Welcome Paul Wedget Logod w

Adminisiration

| Company Data

Company Data HHistory , BackForward =)
BAGS AND LINERS, PLASTIC: GARBAGE CAN LINERS, JANITOR CART L
PLUMBING FIXTURES

| IRRIGATION SYSTEMS, SUPPLIES, PARTS, AND ACCESSORIES
O PLUMBING FIXTURES AND PARTS: LAATORIES, SINKS, TOILETS (WAT
PLUMBING TRIM: FALICETS. FITTINGS, ETC. -

Small Business Enterprise ( SBE )

 you are 3 Small Business Enlerprise, which of the following agencies are you certified with - [ 3

When does your SBE Centification expire?; [ ci) 3
(Flease provide date in MMDDAYY format )

Average Annual Sales over a Bee-year peniod?; [ 0.00]

(Please do not use dollar sign)

Humber of Employees?: :DMCII:IM

(Flease donot use commas)

Please enler 3 macdrmum of three (3) Morh Amenican ndusir Clagsification System (MAICS) codes Delow

Demographics ( Optional )

37. Type in or select using the button, When does your SBE Certification expire? or leave it blank.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

38. Type in the Average Annual Sales over a three-year period? or leave it 0.00
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmads Took Help
|E’Cenwﬂm‘MPNmﬁ'mﬂPml

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

r | Company Data

OwnData | Cres

l BAGS AND LINERS, PLASTIC: GARBAGE CAM LINERS. JANITOR CART L -
O FLUMBIMG FICTURES

O IRFIGATION SYSTEMS, SUPPLIES, PARTS. AND ACCESSORIES

O PLUMBING FICTURES AND PARTS: LAKTORIES, SINKS, TOILETS (WAT

| PLUMEING TRIM: FAUCETS, FITTINGS, ETC. -

Small Business Enterprise ( SBE )

If you are a Smiall Business Enterprise, which of the following agendes are you cerified with™: [ u)
When does your SBE Certilcabon expire? [ . ]
(Please provide dale in MIADDAYYY format )

Awerage Annual Sales over a three-year period? [ om

(Please do not use dallar Elwl]
Number of Employees?:
(Please ¢o nol use commas)

Flease enter 3 madmum of three (3) Norh Amenican Industy Classification Svitem (NAICT) codes Delow |

[oooo00a

Demographics ( Optional )

39. Click and type in the Number of Employees?: text box or leave it 0000000.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

40. Type in a maximum of three NAICS codes below or leave it blank.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

41. Click the drop down button to select the appropriate Gender.

Last Modified: 7/9/2013 46/76 Business Process Procedure



Title: Existing LAUSD Vendor - Maintain Supplier User
Area: Supplier Self Service

Business Process Procedure

EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmads Took Help
|E’Cenwﬂm‘MPNmﬁ'mﬂPml

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

r | Company Data

OwnData | Cres

Small Busingss Enterpnse | SHE ) -

1T you are 3 Small Business Enterpaise, which of the followsng agendies are you cemified with?: [ |
When does your SBE Certification sxpire? [ n
(Pleage provide dafe in MIVDDAYYY formal )

Awerage Annual Sales over a three-year period?: [ 0.00]
(Please do not use daollar sign)

Mumbser of Employees?: (0000000
(Please o not use cOMMAs)

PFlease enter a maximum of three (3) Morh Amedcan Industy Classification Srstem (NAICS) codes below. |

Demographics ( Optional )

Are you a minodity-owned andtor woman-caned enterprise?

Gender:.  [[Gender not known
Ehnicity, | Genser nol known

Wale
.Fﬂmalﬂ' |
"
£ »>
42. For example, click M3 1o select "Male" as Gender
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

43. Type in or click button to select appropriate Ethnicity.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmads Took Help
|E’Cenwﬂm‘MPNmﬁ'mﬂPml

* 8 htps/ upplyponal-galausd.net/in/ ports W e - telugumatemony Pl ¥ &
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies 1M | office || University Graduate 5¢... | Torents site || Unide =7 Sbu - SAP NetWeaver ...
Welcome Paul Widget Log o @

Adrmanisiration

Small Busingss Enterpnse | SHE ) -

Iyou are a Srall Business Enberpirise, which of the follo
When does your SBE Cerificaion expire?.

(Please privide Jae In MWODNYYY formal) kb Show Filber Crilédia Personal Value List Seflings |
Average Annual Sales over a three-year period? P H:I
(Please do not use daollar sign) L okl
44 NumBer ol EMpIETeas T, L qm Native Amarican
(Please do nol use cOMMEs) L 02 Asian/Pacific Islander
Please enter a maxmurm of three (3) Modh Amencan | 03 Adrg-ArmigricanBlack
.| o4 Hispanic a
|05 Othas
Demographics ( Optional ) (oK [Cancei |
Are you 3 minodity-oaned andior woman-owned enterprise?
Gender | Male [=]
Emnicty |
v
€ »
44,

For example, click control to select "Native American" as Ethnicity.
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Existing LAUSD Vendor - Maintain
Supplier User

Transaction Code: NA

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmads Took Help
|E’Cenwﬂm‘MPNmﬁ'mﬂPml

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

OwnData | Cres

Small Busingss Enterpnse | SHE ) -

Iyou are a Srall Business Enberpirise, which of the follo
When does your SBE Cerificaion expire?.

(Please privide Jae In MWODNYYY formal) Personal Value Lisi Seflings |
Average Annual Sales over a three-year period? H:I
(Please do not use daollar sign) i S i
Nurnber of Empleees?: Lo Native Amefican
(Please do nol use cOMMEs) L 02 Asian/Pacific Islander
Flease enter a maximum of three (3) Moh Amencan | 03 Adrg-ArmigricanBlack

.| o4 Hispanic a

|05 Other
Demographics ( Optional ) @
45
Are you a minodity-owned andion woman-owned enlerprise?
Gender | Male [=]
Emaicy. [ 1)
v
¢ »
jawascriptovoid (0

45, Clickthe  button to accept the selected line.
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmads Took Help
|E’Cenwﬂm‘MPNmﬁ'mﬂPml

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

r | Company Data

OwnData | Cres

Small Busingss Enterpnse | SHE ) -

1T you are 3 Small Business Enterpaise, which of the followsng agendies are you cemified with?: [ |
When does your SBE Certification sxpire? [ n
(Pleage provide dafe in MIVDDAYYY formal )

Awerage Annual Sales over a three-year period?: [ 0.00]
(Please do not use daollar sign)

Mumbser of Employees?: (0000000
(Please o not use cOMMAs)

PFlease enter a maximum of three (3) Morh Amedcan Industy Classification Srstem (NAICS) codes below. |

Demographics ( Optional )

Are you 3 minodity-owned andlor woman-owned enterprize?
Gender | Male [=]

ewicty [01_ 1

46 -

£
jawascriptovoid (0

46. After updating all the required fields, click the button to save all the changes.
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Company Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E"Cempmyﬂm = SAP NetWesver Portal
* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

OwnData | Create | Company Data

Company Data [History | BackForward=

47

E Business pariner 900006264 changed successhully a
Comact Person 900006278 Changed successtully - Display Help

[k Save]

Taxpayer Identification Number

Changes o Taxpayer identification Number and Company | Individual Name are not penmitted through this online application. For assistance, please contact LAUSD's Pr
Vendor Services Unit via e-madl at p50-sui@lausd net or by phone at (562) 6549404,

Company [ Individual Details

Name of Company [ Individual Vialet Widget Productions
{ Extension of Mame or DEA )

Address: 35T N Widget Way
Postal Code I City: = 90033  |Los Angeles
Reegion | State: CA

Country. = us

Phone Number. = B00-555-03

E-mail Address (Purchasing): = g pros@ilaus d.net

(Registralion Confirmation and Purchase Orders will be §enl 1o this e-mail address.)

£

httpss/i'supplyportal-ga.lausd.netywj/ portal®

47. Click the tab to create a user.
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
= Create Users - SAP MetWeaver Portal
I

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

Create Users [History , BackForward=
¥
SAP SEM Home | Find | Help | FAQG | Logoff :iilg’_ ; ¥ 4 wl = "

PN ¢ creats user
* Find

v Purchase Onaers. |_Create User

= AN [Save|
- e User ID must begin with 3% and have 3 masmum of 11 alpha numenic
* Changed
* InProcess chatacters
[ Yes, the user hag read the data privacy staternent and sccepts he terms
| General user intormation =
48 - | *UserHame L

| *Pagsword |

| *Confirm Password |

| *Fermtagar Select v

| *First Hame [

| *Lasi Hame

| *E-Mail Address |

1 o pianang Mwes o =

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

Field R/O/C Description
User Name R An identification used by a person with access to a network
Example:
9Viuserl
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit ¥iew Higtory Bookmards Tooks Help
|E"Clmtumsa SAP NetWeaver Pomal
* 8 htps/ upplyponal-galausd.net/in/ ports wre = telugumatrmeny P+ ®
(B Most Visited @@ Getting Started || Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido Z7 Sbu - SAP MetWeaver ..
Weilcome Paul Widget Log on @
Adrmanisiration
CwnData | CreateUsers | F SBf Company Dat:
Create Users [History , BackForward=
¥
i E AP i -
SAP SRM Home | Find | Help | FAQ | Logoff ! \-;’,‘Tig"-*- ¥ # AL
PN ¢ creats user
* Find
% Purchase Orders. | Create User
* Al [Save]
- e Uiser iD must Begin with 39 and have a madmurm of 11 Jipha numenc
* Changed
* InProcess charachiors
[ Yes, Me user hag read the 8ata privacy statement and accepts e lerms,
I General User Information il
| *uzerName [Sviusert
49 | *Passwora [
| *Confirm Password |
| *Fermotadar Select | w
| *First Hame [
| *Lasi Hame
| *E-Miail Address | ]
| = miinang Mize = !
49. As required, complete/review the following fields:
Field R/O/C Description
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User
Field R/O/C Description
Password R A secret word or phrase that mush be used to gain access.
Example:

é This is a temporary password and the user
will be asked to change his/her password
during the first time login to the Supplier
Portal.

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit Miew Hiptory Bookmads Took Help
IFCIHI!U&H‘S* SAP NetWeaver Pomal

* B htps upplyponal-galausd.netin ports wre = telugumatimany 2+ ®

(8 Most Visited @ Getting Started || Web Slice Gallery | cricket || Movies M || office | University Graduate 5¢.. || Toments site | | Unide =7 Sbx - SAP MetWeaver ..
Welcome Paul Widget Lo o @

Comgany Data

OwnData | CreateUsers | FindUser

Create Users History , BaciForward=
. o . = - -
N i y A
SAP SRM Home | Find | Help | FAQ | Logoff J ‘xﬂ‘.g » w, N
P 4 Create user
* Find
« puchase orsers.  |_CTeate User
= AN _!'-f.l.'ll:
R User ID must Begin with 2 '3 and have 3 madmum of 11 alpha numeéric
* Changed

- InProcess ehatactirs

[] Yes, e user hag read the data privacy staterment and sccepts he terms

I General User Information il
| *UserHame [Tiusert |
| *Password |asnnnns
50 - . ;
| *Confirm Passward_|
| *Formotager ETIE
| *First Hame [
| *Last Hame
| *E-Miail Address ]
| = mianans Ilﬂ!.ﬁ = w
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Supplier User
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Transaction Code: NA

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

Field

R/O/C

Description

*Confirm Password

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

Example:

*kkkk

Create Users - SAP NetWeaver Portal - Mozilla Firefox

51.

Click FormOfAddr drop down button I Select |v to access available options.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

52.  Select the desired option. For example, click LN,
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
= Create Users - SAP MetWeaver Portal
I

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ
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Adrmanisiration

Create Users [History , BackForward=
¥
SAP SEM Home | Find | Help | FAQG | Logoff :iilg’_ ; ¥ 4 wl = "

PN ¢ creats user
* Find

v Purchase Onaers. |_Create User

= 0
- Hew User il must begin with a ¥ and have a maximurm of 11 alpha numeric
* Changed
* InProcess charachirs
] Yes. Me user has read the 2aka privacy statement and accepls e lerms
| General user intormation Cl
| "User Hame ET
| *Passwara :11"“1
| *Confirm Password [esssass
| *Fermotagar W
53 | *First Hame E
| *LastHame [
| *E-Mail Addrass |
I srpmiintn Mwee Tl w

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

Field R/O/C Description
-
First Name R The name that occurs first in a given name
Example:
Joseph
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EX|st|r_19 LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
= Create Users - SAP MetWeaver Portal
I

* =] https:/ N supplypofal-galausd.net/ i ports T o = telugurmatimony e ‘- ﬂ

(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket | Movies M | office | University Graduate Sc.. | Toments site || Unide =7 Sbu - SAP MetWeaver ..
Welcome Paul Widget Log o @

Adrmanisiration

Create Users [History , BackForward=
¥
SAP SEM Home | Find | Help | FAQG | Logoff :iilg’_ ; ¥ 4 wl = "

PN ¢ creats user
* Find

v Purchase Onaers. |_Create User

= 0
- Hew User il must begin with a ¥ and have a maximurm of 11 alpha numeric
* Changed
* InProcess charachirs
] Yes. Me user has read the 2aka privacy statement and accepls e lerms
| General user intormation Cl
| "User Hame ET
| *Pagsword :Hul-l wen
| *Confirm Password [esssass
| *FormDtadar [ Tw
| *First Hame [Josept]
64 [*CasiHame 0
| *E-Mail Addrass |
I srpmiintn Mwee Tl w

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

Field R/O/C Description
*Last Name R . . . .
A name shared in common to identify the members of a family.
Example:
Widget
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox
@ Create Users - SAP MetWeaver Portal - Maorzilla Firefox - O

= Create Lsers - SAP NetWeaver Pofal | +
& | @ hitps//supplyportal-qadsusd.netir/porta {7 @ | B telugumatimeny A B
B Mast Visited @ Getting Started || Web Slice Gallery | cricket | Movies P | office | University Graduate 5c... | Tomentssite || Unide I Sbu - SAP MetWeaver ...

Welcome Paul Widget Logoff @

Adrmanisiration

Create Users [History , BackForward=

®
SAP SRM Home | Find | Help | FAQ | Logof F ek E" ~ A
F r =

P 4 create user

* Find

- Puenassorsers  [|]_Create User
- AN Savie
i User D must begn with 3 0 and have 3 madmum of 11 alpha numenc
* Changed

* InProcess charachiors

!—_l Yeg, e uses has read the data privacy stabermnent and acceépls he terms

| General user intormation =
| "User Hame ET
| *Passwora :11"“1
| *Confirm Password [ssssass
| *Formotager [T
| *First Hame [Joseph
| *Lasi Hame [widget
55 [ *E-Mail address  [] |
| = miinang Meme .l ™

55. As required, complete/review the following fields:
Field R/O/C Description
*E-Mail Address R

An email address identifies an email mailbox to which email
messages may be delivered.

Example:
abce@gmail.com
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox
@ Create Users - SAP MetWeaver Portal - Maorzilla Firefox - O

= Create Lsers - SAP NetWeaver Pofal | +
&) @ hitps//supplyporal-qalausd.net/i/ports {7 @ | B telugumatimeny A B
B Mast Visited @ Getting Started || Web Slice Gallery | cricket | Movies P | office | University Graduate 5c... | Tomentssite || Unide I Sbu - SAP MetWeaver ...

s O

Create Users [History , BackForward=
*
| *LastHame | Widgat -
| *E-Mail Address [abce@gmail.com
| *Country [T:TY v
| Language |Engh5|1 w
| *Company |\l‘mlatWlmatPrﬂdumnnsmgﬂnbﬂﬁZEﬁ
5. Role  Description
56 B vW102_0000 SAP SRM SUS: Supplier Order Collaboration User

W WA01_0000  Vendor Administratos
B WA00_0000 | mySAP SRM SUS Bidder

T Trasel et )

| contact intormation =

| Tetephone |
| Fax
| Position
| Departrant |
I Sathings _I
LI YT ——— PR i AR !

56. Select the desired roles. For example, click the check box [ to select the corresponding role.

ﬁ Roles are determined by the initial Vendor Administrator. The Vendor Administrator can allow a
User to have all three roles or only some of the roles. The Vendor Administrator role has the
ability to allow updates to company data and create/edit users, and perform password reset
tasks. The Bidder role allows permission for a user to perform bidding functions. The
Collaboration User role will be a feature available in the future for features relating to purchase
orders.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
|z~c-m¢mm‘memu

* =] https:/ N supplypofal-galausd.net/ i ports ‘i_:,’ o E' telugurmatrmony Fol " 'ﬂ‘
(B Most Visited @@ Getting Started || Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido Z7 Sbu - SAP MetWeaver ..
Welcome Paul Widget
L _— @

Adrmanisiration

Create Users | Find User

Cwn Drata

| *Last Hame [widget |

| *E-Mail Addrass |abce@gmail.com ]
| *Country usa ~

| Language |Eng|15n ”
| *Company |matmthrmmon5mum255 .
E| V1020000 SAP SRM SUS: Supplier Order Collaboration User
B W101_0000  Vendor Administrator
57 B | vW100_0000  mySAP SR SUS Bidder

| contact intormation =

| Tetephone [
| Fax [
| Position |
| Departrant |

I Settings
N |~

57. Click the check box  to select the corresponding role.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Ede Edit View Hiptory Bookmards Took Hep
|2 Create Users - SAP NetWeaves Portal
* =] https:/ N supplypofal-galausd.net/ i ports L. o m' telugurmatrmony Fol " ﬂ
(B Most Visited @@ Getting Started || Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido Z7 Sbu - SAP MetWeaver ..
Welcome Paul
e — PENSAP
Create Users [History , BackForward=
¥
| *Last Hame [Wiaget | .
| *E-Mail Addrass |abce@gmail.com ]
| *Country usa -
| Language |Engllsn w
| *Company |matmthrmmonmum255 ’
I W102_0000 SAP SR SUS: Supplier Order Collaboration User
H W101_0000  Yendor Administrator
B W100_0000 mySAP SRM SUS Bidder
l Contact infermation |j
58 | Telephone ||
| Fax I
| Position |
| Departrant |
l Settings a
| YT I—— IHP\!HI:MA.. - |""I

58. 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:
341-123-6783
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

59. As required, complete/review the following fields:
Field R/O/C Description

Fax R A fax is a document sent over a telephone line

Example:
341-123-6784
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit View Higtosy Bookmars Tock Help
|z~c-m¢m¢mwm“mmn

* =] https:/ N supplypofal-galausd.net/ i ports L. o m' telugurmatrmony Fol " ﬂ
(B Most Visited @@ Getting Started || Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido Z7 Sbu - SAP MetWeaver ..

Welcome Paul Widget - —_ @

Create Users History , BackForward=

| *Last Hame [Widget |
| *E-Mail Addrass |abce@gmail.com ]
| *Country usa -

| Language | English -
| *Company | Violet Widget Productionsi0a00006266

(E W02 0000 SAF SRI SUS: Supplier Order Collaboration User
(| V101_0000 | Vendor Administrator

B W100_0000 mySAP SR SUS Bidder

| contact intormation =

| THephone  [347.123.6783

| Fax [341-123-8754

60 [Position | |
| Departrant |

l Settings a

| YT I—— IHP\!HI:MA.. - |""I

60. As required, complete/review the following fields:
Field R/O/C Description

Position R A position in a hierarchy or organization

Example:
Sales Representative
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Miew Higtory Bookmads Took Help
|z~c-m¢m¢mwm“mmn

= @ hitpswpplypertal-galausd.net/in parts 7 7 || [E- telugumatrmony 2 #
(B Most Visited @@ Getting Started || Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido Z7 Sbu - SAP MetWeaver ..

Welcome Paul Widget _ o — @

Create Users History , BackForward=

i *LasiMameé imdglat |
| *E-Mail Addrass |abce@gmail.com ]
| *Country usa -

| Language IEngllm—v

| *Company |matmthrﬂmmonsmmﬂ625&

CH WW102_0000 SAP SR SUS: Suppller Order Collaboration User
(| V101_0000 | Vendor Administrator
B W100_0000 mySAP SR SUS Bidder

I Contact information |j

| THephone  [347.123.6783

| Fax [341-1238784

| Position | Sales Representative
61 [ Depariment |

I Settings ﬂ

| YT I—— IHP\!HI:MA.. - |"f

61. As required, complete/review the following fields:
Field R/O/C Description

Department R "Organizational department to which the cost center created

will be assigned. Also, a group of machines or production lines
that do similar manufacturing operations."

Example:
Pacific Time (Los Angeles)
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Find User - SAP NetWeaver Portal - Mozilla Firefox

62. Click the Date Format drop down button | ¥ | to update the required date format.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Find User - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
|E"FiHUwaWHuWMPMJI

* 8 htps/ upplyponal-galausd.net/in/ ports ‘i_:,’ c E' (angie 2 #w

Emu_m SAP SRU SUS: Supplier Order Collaboration User
B | W101_0000 | Vendor Administrator

B WA100_0000  rrySAP SR SUS Bidder

[2]<] |1 Joul - | - |

| _contact mtormation =l

| Teteghone | 341-123-5783

| Fax [341.123.5784

| Position | Sales Representative
| Department | Sales

| _setunas =l

| Date Format [comuryy v

63 | Decimal Format DOMMWYAY
| Time Zone MU-DO-YYYY  Angeles) v
YYYYMAL DD
[ Save LI Settings e
e YYYY-A-DD -
I E.#ail Adert GYYMN.DOD =
— GYYMMDD
Yoo -
YYAIWDD
63. Click to select the date format.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Find User - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
|E"FiHUwaWHuWMPMJI

* 8 htps/ upplyponal-galausd.net/in/ ports ‘i_:,’ c E' (angie 2 #w

Emu_m SAP SRU SUS: Supplier Order Collaboration User
B | W101_0000 | Vendor Administrator

B WA100_0000  rrySAP SR SUS Bidder

[2]<] |1 Joul - | - |

| _contact mtormation =l

| Teteghone | 341-123-5783

| Fax [341.123.5784

| Position | Sales Representative
| Department | Sales

I Seftings =1
| Dane Farmat MMDDYYYY | v
" | Decimal Farmat | 12.345,687.90 |w
| Time Zone IF"a::ﬁchrna fLos Angeles) v
[ S LI Settings
I E.Mail Alert =
-
64.

Click the Decimal Format drop down button  to select the required decimal format.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Find User - SAP NetWeaver Portal - Mozilla Firefox

65. Click to select the decimal format.

Last Modified: 7/9/2013 70/76 Business Process Procedure



Title: Existing LAUSD Vendor - Maintain Supplier User
Area: Supplier Self Service

‘ﬁ
Ty
@ oy gou®

Business Process Procedure

Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Find User - SAP NetWeaver Portal - Mozilla Firefox

= @ nitpe/fwupplypontal-ga. leusdnet G partal wWwve = Google 2 ¥+ W

(= Role  Desciptn i

B W102_0000 SAP SRM SUS: Supplier Order Collaboration User
B W101_0000 | Vendor Administrator

'llwmm!mmamm '

| contactintormation =

| Telephone | 341-123-6783
| Fax (3411236784
| Position 'Sales Representatve
| Depanment [ Sales

I Seitings [~
| Date Farmar MMTOYYYY |
| Decimal Format | 12,345,687.90 | v
| Time Zone | Pacific Time (Los Angeles) v

¥ Save LI Settings

66. Select the appropriate Time Zone.
6 Make sure the Time Zone is set to "Pacific Time (Los Angeles)
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

67. Click the check box [to accept terms and acknowledge privacy statement.
fi This step must be taken in order to complete the creation process. The Save button cannot be clicked on until the check
/% boxis marked.
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|FCIM¢M*WMMPMII

* 8 htps/ upplyponal-galausd.net/in/ ports wre = telugumatrmeny P+ ®
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies 1M | office || University Graduate Sc... | Torents site || Unide 27 Sbu - SAP NetWeaver ...
Welcome Paul Widget Log ol @

Adrmanisiration

Create Users | F

Own Data |

Create Users History , BackForward=

SAP SRM Home | Find | Help | FAG | Logof !\-;’,"gf__ ’ AL

IR 1 create ser
* Find

v Purchase Onaers. |_Create User

B
* Mew
User ID must begin with a0 and have 3 madmurm of 11 alpha numenic
« Changed
* InProcess charachers
[#] Yes, the ugerhas read the data privacy staternent and sccepts e terms,
I General User Information il
| *uzerName [gvusERI
| *Passwora e
| *Confirm Password [esssass
| *Formotager [T
| *First Hame [Joseph
| *Lasi Hame [widget
| *E-Mail Addrass  [abceggmail com |
- — | =rmiantn Mwes o =
jawascriptovoid (0

68.  Atter filling all the required fields, click the 58¥& putton.

Last Modified: 7/9/2013 73/76 Business Process Procedure



: Title: Existing LAUSD Vendor - Maintain Supplier User
/; Area: Supplier Self Service

Business Process Procedure

Existing LAUSD Vendor - Maintain

: Transaction Code: NA
Supplier User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

@ Create Users - SAP NetWeaver Portal - Mozilla Firefox - &
= Create Users - SAP MetWeaver Portal | +
= @ hitpswpplypertal-galausd.net/in parts v @ B - telugumatrimeny 2 W
B Mast Visited @ Getting Started || Web Slice Gallery | cricket | Movies P | office | University Graduate 5c... | Tomentssite || Unide I Sbu - SAP MetWeaver ...
OwnData | CreateUsers | FindUser | Company Data
Croate Users [History , BackForward=
¥
4 } A
SAP SRM Home | Find | Help | FAG | Logeff 4 -_.-,-;,"ifg_:- E’.-
PN ¢ creato user > DisplayUser
* Find
- Purchase ogers. | USET:OVIUSER1
= AN Process
* Mew
* Changed | General user intormation =
* In Process
| User Hame BVIUSERT
| *Fommtaddr [
| *First Hame Joseph
| *Last Hame Widget
| *E-htail Address |abceg@gmail.com
| *Country USA
| Language English
| Company [ Wiolet Widget Productions| 0900005264
| Assigned Foles mySAP SRM SUS Bidder SAP SRIM SUS: Supplier Order Collaboration User
I Contact Information |
| THephone | 341-123-6783 | w
69. After creation of users, click the button to exit out of LAUSD's Supplier Portal.

This process can be followed to set up multiple users. Once each user has been successfully
added, he/she can access LAUSD's Supplier Portal (https://vendors.lausd.net/irj/portal).

o
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Existing LAUSD Vendor - Maintain

: Transaction Code: NA
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?

70

javascriptvoid(0);

70. Clickthe  button to confirm log off.
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EX|st|r_1g LAUSD Vendor - Maintain Transaction Code: NA
Supplier User

Result

You have successfully completed set up of your LAUSD Supplier Portal access and creation of authorized
users.
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