Iﬂ . Title: Register with SuS Email Number and Create User
S Area: Supplier Self Service

Business Process Procedure

Register with SuS Email Number and

Create User Transaction Code: NA

Purpose

Newly accepted LAUSD vendors will use this procedure to obtain access to LAUSD's Supplier Self-
Service application online. Upon completion of this process, vendors will have successfully created
credentials for routinely accessing LAUSD's Supplier Portal.

Trigger

Perform this procedure when a new LAUSD vendor needs to create a user ID to allow access
to LAUSD's Supplier Self-Service application.

Prerequisites

Successful completion of supplier self registration process.
LAUSD E-mail notifications containing website link, temporary User ID, and password.

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:
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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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Procedure

1. After successful completion of the Supplier Self-Registration process, 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 notifications that will be received:

Dear Sir/Madam,

We are pleased to welcome you as supplier Orange Widget Preductions in our Supplier Portal.

The user ID
73B26227781
has been created for you.

Please log onto

https://sus-gal.lausd.net/sap/bc/bsp/sap/srmsus selfreg/userlogin.htm

as soon as possible using this temporary User ID.

You can then create an administration user for your supplier portal that you can then use to create further users and use all other Supplier Porta
See the Supplier Portal for more information.

Best Regards,

Procurement, Vendor Services
Los Angeles Unified School District

If you have any questions, send an e-mail to psg-vsu@lausd.net

You will receive a password for registration through a separate e-mail.

Dear Sir/Madam,

Your temporary password for registration is ){SBFigIXGNR]Ai=#+CgdsR6&05U)}Pp+=BDVM
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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Orange Widget Productions - Message (Plain Text)

We are pheased to welcome you as supplier Orange Widget Productions in our Supplier Portal.

The wser |D
73826227781
has been created for you.

Please log on o

2 — hitps:/fsus-gal. lausd.netfsap/be/bspfsap/srmsus _selfreg fuserlogin. htm

as s00n as possible using this temporary User 10.

You can then create an administration user for your supplier portal that you can then use to create further users and use all ather Supplier Portal functions.
Se the Supplier Portal for more information.

Best Regards,

Procurement, Vendaor Services
Los Angeles Unified School District

If you have any questions, send an e-mail to pEE-viuE [ausd net

You will receive a password for registration through a separate e-mail.

(O "L Orange Widget Productions - Message (Plain Text) -
- Meisage &
i - 2]
) i A ' - Y b ¥ Find I
_‘ _d - x ¥ _|J % £ safe Lists & ] > . ‘ﬂl
Reply Reply Forward | Delete Move to Create  Other Block Mot Junk Categorize Follow Mark as Send to
to Al Folder = Rule Actions = | Sender - Up- Unread =+ Select = pnetiote
Respond Adtions Junk E-mail il Opticns = Fared Onehllote
Extra lime Breaks in this message were removed,
Frome [ Rt Sent  Fri 6142013 57 AN
Tae H lrp.pro
[
Subjedt: Cnange Widget Productions .
a
Dear Sir/Madam,

2. Click the link to start creating an administration user
https://sus-gal.lausd.net/sap/bo/bspisap/srmsus selfregf/userlogin.htm
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Self-Registration - Mozilla Firefox

File Edt View Higtory Bookmarks Tools Help
{7 Sali-Registration
* =1 hitpesfout-gal lausd.net wap BOTIBLEF T b= = )/ be/bap/saparrmiug_teifreg uterlagm.hirm [ i3 ' I'.:'.'-.-_,'.-f P + 'ﬁ'
{8 Most Visited @) Getting Started || Web Slice Gallery || cricket | | Movies [¥] || office | | University Graduste S¢.. || Tomentssite | | Unido &7 Sbu - SAP NetWeaver ..
Hulbs! Bafors you start, ...
Plaks anbs your U NS 8D paasecnd 1o regiver
| vsar Hama |
I-uhmﬂ
3. As required, complete/review the following fields

ﬁ Fill in the User Name and Password fields using the temporary User ID and Password from the
LAUSD E-mail notifications.
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Create User

Self-Registration - Mozilla Firefox

File Edit Miew Higtory Bockmarks Toals Help
| Self-Regstration
o H'G\'-:'.r

+ B httpe/isus gal.lausdnet/sapbD Hreg useripgin hirm
(B Most Visited @l Getting Started | | Web Shice Gallery || cricket || Movies [~ || office || University Graduate Sc... || Tomrentssite | | Unido Z7 Sk - SAP NetWeaver ...

¥+ #

1biZjP Tiodl& = = )/bo/bepy sapy sImsus_se

Halls! Balors you sta, .
[Pleass &N YOUr 347 NBME 300 DasEwOrd 10 regater

| User Huma [ T3B20227TEY

e

4. Then click the Sukmit putton.

Business Process Procedure
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Self-Registration - Mozilla Firefox

File Edit View Higtory Bookmarks Teols Help
| Self-Registraton

+ B https/isus gal.lausdnet/sap (b0 1biZ)P Tiodd A= = Wbobep sapy srmisus_selfreg‘userselfreg. tm?sap- params=cmiVin o R - Googile P ‘ ‘n‘

(8 Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies [+] | office || University Graduste Sc... | Torrents site | Unido =7 Sk - SAP NetWesver ...
Vou will b oreated as an ini o e wany wish fha h g g

Frasequisibe fo¢ this i that pour company has Basn registentd with u

[Fimlds indeombed with & ° musl be Slled

5 Terame [
| Patracrs [
| “canfirn Passwsd [
| Fomiagar (w15
| “First Hama [Jehm
| "Lost e [#idget
| E-tmil Aggreis  [Fp pred@iacas net

| “Couniy EA =

| Langusge [Engtisn I=]

| Talagnone [ E00- 28250

| Fax [ETEIEEEE

| Pestien |

| Dapartrent [

| Cwte Foema MWDDTYY e

| Becimal Format [ 12,344 507 B80[=

| 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"

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:
90rwidget

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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Self-Registration - Mozilla Firefox

File Edit View Higtory Bookmarks Teols Help
| Self-Registraton

+ B https/isus gal.lausdnet/sap (b0 1biZ)P Tiodd A= = Wbobep sapy srmisus_selfreg‘userselfreg. tm?sap- params=cmiVin o R - Googile P ‘ ‘n‘

(8 Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies [+] | office || University Graduste Sc... | Torrents site | Unido =7 Sk - SAP NetWesver ...
Vou will b oreated as an ini o e wany wish fha h
Frasequisibe fo¢ this i that pour company has Basn registentd with u
[Fimlds indeombed with & ° musl be Slled

" | sar Bimena Sorwitge]
[l
| “canfirn Passwsd [
| Fomiagar (w15
| “First Hama [Jehm
| "Lost e [#idget
| E-tmil Aggreis  [Fp pred@iacas net

| “Couniy EA =

| Langusge [Engtisn I=]

| Talagnone [ E00- 28250

| Fax [ETEIEEEE

| Pestien |

| Dapartrent [

| Cwte Foema MWDDTYY e

| Becimal Format [ 12,344 507 B80[=

| 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"

6. 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 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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Self-Registration - Mozilla Firefox

Eile Edit Miew History Bookmarks Tools Help
| Self-Registraton

+ B https/isus gal.lausdnet/sap (b0 1biZ)P Tiodd A= = Wbobep sapy srmisus_selfreg‘userselfreg. tm?sap- params=cmiVin o R - Googile P ‘ ‘n‘

(8 Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies [+] | office || University Graduste Sc... | Torrents site | Unido =7 Sk - SAP NetWesver ...
Helln! Balors you st

Vou will b oreated as an ini o e wany wish fha h -]
Frasequisibe fo¢ this i that pour company has Basn registentd with u
[Fimlds indeombed with & ° musl be Slled

| st Haema =T

|+ | d
7 |'tanﬁumE|_

| Fomiagar [ =]

| “First Hama [Jehm

| "Lost e [#idget
| “E-ddsil Addrass [ kp pred@iacad net

| “Couniy EA =

| Langusge [Engtisn I=]
|Tiuphnnl [ E00- 28250

| Fax [sonsesaemy

| Position [

| Bepartmant [

| Cwte Foema MWDDTYY e

| Bacimad Pormmat  [12.32% 587 80]=|

| Tima Zeea | Faific Tama [Lea 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

7. As required, complete/review the following fields:
Field R/O/C Description
. i
Confirm Password R A secret word or phrase that must be used to gain access.
Example:
*kkkk
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Self-Registration - Mozilla Firefox

File Edit View Higtory Bookmarks Tooks Help

* =1 hitpesfout-gal lausd.net wap BOTIBLE P Tchi= = )/ be/bap/saparrmius_telfreg/ uisrcelfreg. htmisap- parsmd= ermin [ i3 ' I'.:'.'-.-_,'.-r P + 'ﬁ'

{8 Most Visited @) Getting Started || Web Slice Gallery || cricket | | Movies [¥] || office | | University Graduste S¢.. || Tomentssite | | Unido &7 Sbu - SAP NetWeaver ..
Hulbs! Baforw you start, ...

e will B CraaLed B3 B BOMERIEELSY Tof pOur COMpEnTY With the following Mgistatian

Franequisite 1o this is thet yow ¥ FBS B egistened with L

Figlds indicaied with & " masd be Blled

| Unar Himma [ #rwinge |
| “Paidasea |asansaas ]
I “Casfinm Paidwerd | sassseas] |
| Fomomase [ [¥]

| *Fiest Hamea [Jein ]
| "Last Hame [Wisget ]

| "E-Mnil Asdress | g pro@ieand net ]

| “Couriry [usa — I=]

| Langusge [Engn 5]

| Talagnana [SGG-SEEEETY ]
| Eax [eD0-S88-250a ]
| Peastion [ ]
| cep [ ]
| Cate Feemar | MDDy =)

| Dsimal Faenar  [12,325 237 ca]w)

| Tema Zone [ Paofic Teme (Lot Angades) =]

This site will fodios tha S5 SEN0ER0S thad have Deen s3teblished B8 the ovarsll Cawricrs Privecy Polioy.

[] *es, | harve read the dste privecy sisbement Bnd soospt e berms.

Create

8. If required, complete/review the following fields

ﬁ The rest of the fields will be defaulted with the values provided during the supplier self-
registration process. If needed, update the corresponding fields.
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Self-Registration - Mozilla Firefox

Eile Edit View Higtory Bookmarks Teols Help
| Set-Regisration

+ B https/isus gal.lausdnet/sap (b0 1biZ)P Tiodd A= = Wbobep sapy srmisus_selfreg‘userselfreg. tm?sap- params=cmiVin o R - Googile P ‘ ‘n‘

(8 Most Visited @) Getting Started | | Web Sice Gallery | ericket | Movies [+] | office || University Graduste Sc... | Torrents site | Unido =7 Sk - SAP NetWesver ...
Vou will b oreated as an ini o e wany wish fha h g g

Frasequisibe fo¢ this i that pour company has Basn registentd with u

[Fimlds indeombed with & ° musl be Slled

| =Usar rimena [SCmwioge
|# [

| “Confirn Passwed [sssssass
| Farmotagar [ =]
| “First Hama [Jehm

| "Lmst Hama: | wndget
| E-tmil Aggreis  [Fp pred@iacas net

| =ceuntry [vsa  [=]

| Langesge [Engtisn [=]

| Talagnone [ E00- 28250

| Fax [sonserzazy

| Pesitian I

| Dapartrent [

| Cwte Foema MWDDTYY e

| Decimal Format 12,345,587 8a]=]

| Tima Zeea | Faific Tama [Lea Angatas)| =]

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

G 7] van. | have meadi the dats privecy IEStemMent 8nd BCCREE T terma
'.-'tl'l'.

9. Click the check box [] to accept terms and acknowledge the privacy statement.

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 View Higtory Bookmarks Tock Help

| £} Self-Registraticn

* =] httpss/ sus- gal asdunet"sap (D1 b P Thedvbi= = Vbebapdsapsrmdus_telfreg/usersel reg.htm Map- paramas ami'n [ ' Ooogie e " 'ﬂ
(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido 27 Sk - SAP MetWeaver ..
You will be - for your company with tha & ]

Frasequisite for i i ha? your comeany has Bean regiitecsd with us.
Fiwlds indiosied with & * must b Slled

| ~rar Harma (Bomwisgei
| P d L]

| *Cortem Pampsord | ssssssss

| Fomotiae [ 5]

| "Eing rapma [4ehn

| Last rierm [Wicge:

| "E-dtwil Adcewm | g prod@ianas rat
- e |
| Language [English I=l
| Teleproe [BO0-S58-2333

| Fax [BDD-=5=-2773

| 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

[ Yui. | have read the date privesy itatement and ssoep! the b

10 {[Suai]

Jowascriptovoid (O

10. Click the 'Create putton to create an administrator.
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SAP NetWeaver Portal - Mozilla Firefox

& SAP NetWeaver Portal - Mozilla Firefox - O
I SAP NetWeaver Portal L+
+‘ @ https/fsupplyportal-ga.lausdunel w) portal o ' el e " 'ﬁ

LAUSD Supplier Portal

User®

-

Password *

Log On

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
unkndwn, pléase conad LAUSD's Progurements Préqualification | viendor
Sendces 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.

ey
Copyright © SAP AG. A1 Rights Reserved |

11. 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:
90rwidget

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

Uger* SOrwidgel
Password * ] 1i

_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
_—
12. 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

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

User® SOnwidgel
Password®  ssssssssl

_LogOn JI 1.

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.

AL
Copyright & SAP 45, A1 Rights Reserved E

13. Click the Loa 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 1
Hew Password *
Confirm Password *
_Change | _Cancel |
ey
Copymight @ SAP &5 &1 Rights Reserved |
A
14. As required, complete/review the following fields:
Field R/O/C Description
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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.

Last Modified: 7/9/2013 19/48 Business Process Procedure



Title: Register with SuS Email Number and Create User
Area: Supplier Self Service

Business Process Procedure

Register with SuS Email Number and

Create User Transaction Code: NA

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 * ] 1!
Confirm Password *
_Change | _Cancel |
ey
Copymight @ SAP &5 &1 Rights Reserved |
——ss,
15. 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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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 1

_Change | _Cancel |

.

Copyright i SAP &5 &1 Rights Reserved

16. 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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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
Oid Password * SEEEEEEE
Hew Password * T

Confirm Pasawird *  sssssssss

| l:"-:iln-;u: | | Cancel

1i

.

Copymight @ SAP &5 &1 Rights Reserved

17.  Click the “hange putton to change the password.
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Create User

Own Data - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
|E"0w1'| [Diata - SAP NetWeaver Portal
* =] https:/ N supplypofal-galausd.net/ i ports [ ' Ooogie e " ﬁ
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate Sc.. | Torents site || Unide =7 Sbu - SAP MetWeaver ...
Weilcome John Widget Log of @
Admanisiration
CwmData | Cr F sB( Company Dat:
18 = Tets [History , BackForward=
¥
| - ~
SAP SRM Home | Find | Help | FAQ | Logoff ! -’!ig'f-——- ’ AL
RN 4 own0ata
* Find
- Puchase Orers. | USET:9ORWIDGET
<A
® New
* Changed | General user intormation =
* InProcess
| User Hame SORWIDGET
| *Fommtaddr [
| *First Hame John
| *Last Hame Widget
| *E-Mail Address [inpprog@iausdnet
| *Country 1=
| Language English
| Company | Orange Widget Productions|0900006210
| Assigned Roles mySAP SRM SUS BidderVendor AdministralonSAP SRM SUS: Supplier Order Collaboralion Liser
I Contact Information |
| Tolephone | B00-555-2222 | | <
httpss/i'supplyportal-ga.lausd.netywj/ portal®
18.  Click the MEEIREELEE tab to create a new user.

ﬁ User's Own data will be displayed.
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Create User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E"Clmtumsa SAP NetWeaver Pomal
* =] https:/ N supplypofal-galausd.net/ i ports [ ' Ooogie e " ﬁ
(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido 2™ Sk - SAP MetWeaver ..
Viiglcomie Johin Widget Log off @
Adrmanisiration
CwnData | CreateUsers | F SBf Company Dat:
Create Users [History , BackForward=
¥
i E AP i -
SAP SRM Home | Find | Help | FAQ | Logoff ! \-;’,‘Tig"-*- ¥ # AL
I ¢ create user
* Find
% Purchase Orders. | Create User
* Al [Save]
Bl User ID must begin with 3 °% and have 3 madmurm of 11 alpha numeric
* Changed
* InProcess charachiors
19 {] Yes, e user hag read the data privacy staberment and sccepts e terms,
I General User Information il
| *UserHame
| *Pagsword |
| *Confirm Password |
| *Fermotadar Select | w
| *First Hame [
| *Lasi Hame
| *E-Miail Address | ]
| = miinang Mize = !
19. Click the check box I to accept terms and acknowledge privacy statement.
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Register with SuS Email Number and
Create User

Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E""CIHHU“1‘§* SAP NetWeaver Pomal

* 8 htps/ upplyponal-galausd.net/in/ ports w7 | B Google 2 5 &
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate 5<... | Torents site || Unide =7 Sbu - SAP NetWeaver ..
Weilcome John Widget Log on @

Adrmanisiration

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

PN ¢ creats user
* Find

v Purchase Onaers. |_Create User

A [Save]

e User ID must Begin with 3 °0° and have 3 masimum of 11 alpha numenic
= Changed

* In Process charactirs

[#] Yes. e user has read the data privacy stabemnent and accepts the terms

| General user intormation =

20 -

[ "UserHame |_

| *Password |

| *Confirm Password |

| *Fermtagar Select v
| *First Hame [

| *Lasi Hame

| *E-Mail Addrass | ]
| = miinang Me=e .. !

20. 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:
9Widuserl
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Register with SuS Email Number and

Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E"Clmtumsa SAR MetWeaver Pomal
* =] https:/ N supplypofal-galausd.net/ i ports [ ' Ooogie e " ﬁ
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate Sc.. | Torents site || Unide =7 Sbu - SAP MetWeaver ...
Viiglcomie Johin Widget Log off @
Adrmanisiration
CwnData | CreateUsers | F SEY Company Dat:
Create Users [History , BackForward=
¥
) . 7 A A
SAP SRM Home | Find | Help | FAQ | Logoff ! \-;’,‘Tig"-*- ¥ # AL
I ¢ create user
* Find
% Purchase Orders. | Create User
<A [Save]
- e User 1D must begin with 39" and have a maxmum of 11 aipha numeric
= Changed
* InProcess charachiors
[#] Yes. e user has read the data privacy staternent and accepts he terms.
I General User Information il
| *uzerName [avcuser]
21 | *Pagsworg |
| *Confirm Password |
| *Fermtagar Select v
| *First Hame [
| *Lasi Hame
| *E-Mail Addrass ]
| = miinang Mize = !
21. As required, complete/review the following fields:
Field R/O/C Description

Last Modified: 7/9/2013 26/48 Business Process Procedure



Title: Register with SuS Email Number and Create User
Area: Supplier Self Service

Business Process Procedure

Register with SuS Email Number and

Create User Transaction Code: NA

Field R/O/C Description

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

Example:

A This is a temporary password set up by the
Vendor Administrator 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
IE"'CIHI!US#S* SAP NetWeaver Pomal

& @ hitpswpplypertal-galausd.netin/parts w7 | B~ Goegle 2 W
(8 Most Visited @@ Getting Started || Web Slice Gallery | cricket || Movies [V | office | University Graduate 5¢.. || Toments site | | Unide =7 Sbux - SAP MetWeaver ..
Welcome John Widget Lo off @

Comgany Data

OwniData | CreateUsers | FindUser

Create Users History , BaciForward=
. - - - =
- 5 _,_rl_-. 4% y 2]
SAP SRM Home | Find | Help | FAQ | Logoff ‘ ‘xﬂ'-g » w, N
P 4 create user
* Find
« puchase orsers.  |_CTeate User
* A [Sawe]
Bl User ID must Begin with 3 T and have 3 madimum of 11 alpha numenic
= Changed

- InProcess ehatactirs

[ Yes. the user has read ihe data privacy staternent and accepts he terms

I General User Information il
| *UserHame [Iwituzert |
| *Password :iiilliiil

| *confirm F‘assword_]

| *FormOtadar [Seiect T+

| *First Hame

| *Last Hame

| *E-Miail Address ]

T — Tl ¥
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Register with SuS Email Number and

Create User Transaction Code: NA

22. 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

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Flle Edit View Higtory Bookmards Tools Help
|E“'Clhlltu5!1‘§* SAP NetWeaver Pomal
* B ks upplyponal-galausd.net i ports w T B Geegle 2 3 *®
[ Most Visited @) Getting Started [ Web Slice Gallery |_ cricket | Movies [¥1 | office | University Graduate 5... | | Toments site | Unido Z7 Sbx - SAP NetWeaver .
Welcome John Widget Logoff @
Adminisiration
OwnData | CreateUsers | Fi ey >ompany Diata
IHistory , BaciForward =
T A\ rl'.g"._- I "~
SAP SRM Home | Find | Help | FAQ | Logof A » w
P create user
* Find
« Pucnaseoraers | _Create User
* A [Saw]
Tl UgeriD must begin with 3 9 and have 3 maxmum of 11 alpha numenic
= Changed
5k Process characters
[ Yes, B user has read the data privacy staberment and accepts the terms
| General user ntormaton =
| *UserHama [Twiduzert
| *Passward :iil-lliil-l
| *Confirm Password [sssssssss]
o [ *FarmOtadar | Select |
| *First Hame [
| *LasiHame
| *E-Mail Address |
I sraiantne Mowee -

23. Click FormOfAddr drop down button I Select E to access available options.
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Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

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

* =] https:/ N supplypofal-galausd.net/ i ports [ ' Ooogie e " 'ﬂ
(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido 2™ Sk - SAP MetWeaver ..

Welcome John Widget Log o @

Rk

Create Users [History , BackForward=

*
: N -~
SAP SRM Home | Fing | Help | FAQ | Logol ‘\-;’,"Ei': : P CAF

IR 1 create ser
* Find

v purchass oraers|_Create User

<A [Save]

R User ID must begin with a0 and have 3 madmurm of 11 alpha numenic
* Changed

* InProcess charachiors

[#] Yes, the ugerhas read the data privacy staternent and sccepts e terms,

| General user intormation =

| *UserHame | Iwiduzert ]
| *Pagsword :!-Ill-l Il |
[ *Confirm Password | sssssssss ]
| *Fermtagar Select v

| *First Hame Select |
24 | *Last Hame Ms. -i
| *E-Mail Address | |
| =rmiantn Mwes o b

24.  Select the desired option. For example, click |
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Register with SuS Email Number and

Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E""CIHHU“1‘§* SAP NetWeaver Pomal

* 8 htps/ upplyponal-galausd.net/in/ ports w7 | B Google 2 5 &
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate 5<... | Torents site || Unide =7 Sbu - SAP NetWeaver ..
Weilcome John Widget Log on @

Adrmanisiration

sers IHistory , BackForward=
¥
, o .
SAP SRM Home | Find | Help | FAQG | Logof NS > » w

_‘ Create User
'Fumullmllu |_Create User

s A [Save]

- Hew s 1D MUt Degin with 3% and Nave 3 maxdmum of 11 3ipha numenic

« Changed

= InProcess charachiors

[#] Yes. e user has read the data privacy stabemnent and accepts the terms

| General user intormation Cl
| "User Hame [Twituzert
| *Pagsword :t-"l“-"l
| *Confirm Password [sssssssss
| *Fomotadar [
% | *First Hame |_
| *LasiHame |
| *E-Mail Addrass |
I wrvmiinan Mo Tl W

25. 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:
Robert
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Create User

Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E""CIHHU“1‘§* SAR MetWeaver Pomal
* 8 htps/ upplyponal-galausd.net/in/ ports w7 | B Google 2 5 &
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate 5<... | Torents site || Unide =7 Sbu - SAP NetWeaver ..
Welcome John Widget Lo of @
Adrmanisiration
Create Users [History , BackForward=
*
i T
\ - . ~
SAP SRM Home | Find | Help | FAQ | Logof ,‘ﬂ!.‘_hg ’ w
P 4 create user
* Find
* Purchase Orders. |_Create User
- A [Saw]
Tl Uger ID must begin with 3 ' and hanve 3 maxmum of 11 alpha numenic
* Changed
* InProcess chatacters
[#] Yes, e usernag read the data privacy stalement and Sccepts e terms
| General user intormation Cl
| "User Hame [Twituzert
| *Pagsword :l"l'l-lllulllll
| *Confirm Password |sssssssss
| *Fommotadar ||.|r "
| *First Hame [Roben
26 [*LasiHame LI
| *E-Mail Addrass | |
I 5 mianing Mi=e = »

26. 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:
Henry
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Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmarks Took Help
|E""CIHHU“1‘§* SAP NetWeaver Pomal
* 8 htps/ upplyponal-galausd.net/in/ ports w7 | B Google 2 5 &
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate 5<... | Torents site || Unide =7 Sbu - SAP NetWeaver ..
Weilcome John Widget Log on @
Adrmanisiration
Create Users [History , BackForward=
i \ = 1 & -
SAP SRM Home | Find | Help | FAQ | Logoff NS > ,E’,.
P 4 create user
* Find
* Purchase Orders. |_Create User
- A [Saw]
Tl Uger ID must begin with 3 ' and hanve 3 maxmum of 11 alpha numenic
* Changed
* In Process characters
[#] Yes, e userhas readthe data privacy stabernent and accepts he terms
| General user intormation =
| "User Hame [Twituzert
| *Pagsword :l"l'l-lllulllll
| *Confirm Password |sssssssss
| *Formtadar |I-Ir w
| *First Hame [Roben
| *LasiHame '_:I-ranr,-
2 [ “E-Mail ddress | | |
I 5 mianing Mi=e = »
27. 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:
Robertabc@gmail.com
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Create User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit Yiew Higtosy Bookmads Took Help
|E""ﬂlﬂltUﬂf§* SAP NetWeaver Pomal

* =] https:/ N supplypofal-galausd.net/ i ports [ ' Ooogie e " ﬁ
(8 Most Visited @) Getting Started || Web Slice Gallery | cricket || Movies M1 | office || University Graduate 5<... | Torents site || Unide =7 Sbu - SAP NetWeaver ..
Welcome John Widget Log off @

Adrmanisiration

OwnData | CreateUsers | Fine

Create Users History , BaciForward=
H | *Last Hame |Henry | A
| *E-Mail Address  |Robedabe@gmail com |
| *Country usa »
| Language IEn;Ilsh.—v
| *Company [ orange wiaget Proguctions|0200006210

28 B W102_0000  SAP SRU SUS: Supplier Order Collaboration Uiser
B W101_0000 | Vendor Administrator
B vW100_0000 my3AP SR SUS Bidder

I Contact Information |

| Tetephone |
| Fa [
| Pasition |
| Department |

I Settings =1

| Date Format DO MILYYYY |w |.,r

28. Select the desired roles. For example, click the check box M 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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Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit View Higtosy Bookmars Tock Help
|z~c-m¢m¢u‘memn

* =] https:/ N supplypofal-galausd.net/ i ports wr [ ﬂ' Ooogie e " 'ﬂ‘
(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido 2™ Sk - SAP MetWeaver ..
Welcome John Widget . . Log of @

O Crata Create Users | Find User

| *Last Hame | Henry | A
| *E-Mail Address  |Robemabo@gemail com |

| *Country USA v

| Language IEn;llsh—T

| *Carngany | @range Widg#! Producions|0B00006210

|| | WWI0E_0000 | SAP SRM SUS: Supplier Order Collaboration User
BH wWAi01_0000  Vendor Adminisiralon

29 B vW100_0000 mySaF SR SUS Bidder

l Contact Information |

| Tetephone |
| Fax I
| Position |
| Bepartment |

l Settings &l
| Date Format | DO MILYYYY | v

L3

29. Click the check box I to select the corresponding role.
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Register with SuS Email Number and

Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

File Edit View Higtory Bookmards Took Help
| = Create Users - SAP NetWeaves Portal
* =] https:/ N supplypofal-galausd.net/ i ports ur [ ' Ooogie e " ﬂ
(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido 2™ Sk - SAP MetWeaver ..
Welcome Joh
v — PN SAPS
Create Users [History , BackForward=
*
| *Last Hame | Henry | A
| *E-Mail Address  [Robemabc@gmail com ]
| *Country usa w
| Language | English w
| *Carngany | @range Widg#! Producions|0B00006210
| E VW102_0000 S4P SR SUS: Supplier Order Collaboration User
B | wWi01_0000 Vemdor Administralor
H W100_0000 mySAP SRU SUS Bidder
| contact mtormation Cl
30 [ Tedephone [l
| Fax I
| Position |
| Bepartment |
| setngs =
| Date Format DO MILYYYY | v | v

30. 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:
305-984-8912
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Create User

Create Users - SAP NetWeaver Portal - Mozilla Firefox

@ Create Users - SAP NetWeaver Portal - Mozilla Firefox - o

Z7 Create Users - SAP NetWeaves Portal | +

* = tps:/Mwupphyportal-galsusd.net/ i ports [ ' Ooogie e " 'ﬂ
.ﬁ Mast Visited @ Getting Started || Web Slice Gallery || cricket || Movies [M] || office | University Graduate Sc... | Torrents site || Unide ™ Sbu - SAP NetWeaver ...
Welcome John Widget Log of @
Rk

OwnData | CreateUsers | Find User Comgany Data

WAD2_0000  SAP SRM SUS Supplier Order Collaboration Lizer
l W101_0000  Vendor Administrator
'Hl VW100_0000 mySAP SRM SUS Bidder

| contact intormation =

| Teteghone | 305-084-3912
r

| Fax |_|

| Positicn |

| Dapartment |

a1 -

I Settings =l
| Bate Format I D M YYYY | v
| Decimal Format I 12.245.687.90 |v

| Time Zone | Mountain Time (Phoenix) "
[ Save LI Settings

31. 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:
305-378-9012
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Create User

Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Z7 Create Users - SAP NetWeaves Portal | +

* =] https:/ N supplypofal-galausd.net/ i ports

(8 Most Visited @) Getting Started [ | Web Slice Gallery | cricket _ Movies M | office | University Graduate Sc... |
Welcome John Widget

Adn”nnilrannn __

OwnData | CreateUsers | Find User Comgany Data

WAD2_0000  SAP SRM SUS Supplier Order Collaboration Lizer
l W101_0000  Vendor Administrator
'Hl VW100_0000 mySAP SRM SUS Bidder

P+ ®
| Unide =™ Shx - SAP MetWeaver ...

Contact Information

| Tetephone [305-984-8312

| Fax [205-378-8012
32 [ Fosiion [[
| Departent |
I Settings il |
| Bate Format IDD-.I.H.‘I“WT -
| Decimal Format |12 14568790 | v
| Time Zone | Mountain Time (Phoenix) "
[ Save LI Sottings
H’
32. As required, complete/review the following fields:

Field

R/O/C Description

Position

Example:
Customer Representative

A position in a hierarchy or organization
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Create User

Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

Fie Edit View Higtory EHookmards Took Help
|£"Clthh¢fsa5ﬁ.PHuWMPMll

* =] https:/ N supplypofal-galausd.net/ i ports [ ' Ooogie e " ﬂ
(B Most Visited @@ Getting Started [ | Web Slice Gallery | cricket || Movies M | office | University Graduate Sc.. | Toments site || Unido 2™ Sk - SAP MetWeaver ..

Welcome John Widget S — @

Create Users History , BackForward=

(B Wi102_0000  SAP SRIM SUS: Suppiler Order Collaboration User
B W101_0000  Vendor Administrator
B V1000000 mySAP SR SUS Bidder

| contact intormation [

| Teteprione [305-984-3912

| Fax [205-378-8012

| Positicn  [Cuslomer Repres entatve|
2 [Gaparmen |

I Settings =l
| Bate Format I D M YYYY | v
| Decimal Format I 12.245.687.90 |v

| Time Zone | Mountain Time (Phoenix) "
[ Save LI Settings

33. 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 and Distribution
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Create User

Find User - SAP NetWeaver Portal - Mozilla Firefox

Eile Edit View Higtory Bookmarks Tooks Help
|E"FihﬂU§H*Wl’H‘ﬂ'!mPMﬂ x|mmm-wmm ®

* 8 htps/ upplyponal-galausd.net/in/ ports ‘]_,J c m' (angie 2 W

Wlcomi John Widget e e w

Company Dala

(H W102_0000 SAP SRM SUS: Supplisr Order Collaboration User
B W01_0000  Vendor Administrator
(I W1DD_0000  rriySAP SRA SUS Bidder

| _contact mtormation =l

| Teteghone | 305-378-9213

| Fax [305-378-9012

| Position [ Customer Representatve
| Departent | Sales and Distnibution

I Seftings =1
| ate Farmat [comuryy v
| Decimal Format | 12 345,687 90 | v

| Time Zone IMuunlam Time (Phoenix) v
[ Save Ul Settings

I E-Mail Adert

34. Click the Date Format drop down button to update the required date format.
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Create User

Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit View History Bookmarks Tooks Help
|2 Find User - SAP NetWeaves Portal > | Z7 Manage RFx - SAP NetWeaves Portal -

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

Wlcomi John Widget e e E?

Company Dala

Role  Descpbon -
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 | 305-378-9213

| Fax [305-378-9012

| Position | Customer Representative
| Departent | Sales and Distnibution

I Seftings =1
| Date Format [comuryy v
35 | Decimal Farmat DOMMWYAY
| Time Zone MU-DO-YYYY  hoanic) v
YYFYMMOD
[ S LI Settings e
e YYD -
I E.#ail Adert GYYMN.DOD =
| GYYMMODD
Yoo -
YYAIWDD

35. Click MALLIEIE] to select the date format.
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Create User

Find User - SAP NetWeaver Portal - Mozilla Firefox

Eile Edit View Higtory Bookmarks Tooks Help
|E"FihﬂU§H*Wl’H‘ﬂ'!mPMﬂ x|mmm-wmm ®

* 8 htps/ upplyponal-galausd.net/in/ ports ‘]_,J c m' (angie 2 W

Wlcomi John Widget e e w

Company Dala

(H W102_0000 SAP SRM SUS: Supplisr Order Collaboration User
B W01_0000  Vendor Administrator
(I W1DD_0000  rriySAP SRA SUS Bidder

| _contact mtormation =l

| Teteghone | 305-378-9213

| Fax [305-378-9012

| Position [ Customer Representatve
| Departent | Sales and Distnibution

[ sowos 5
| Cate Format MMDDYYY v
6 | Decimal Format [ 1234568790 |w
| Time Zone IMuunlam Time (Phoenix) v
[ St LI Settings
J ot sort =
-

36. Click the Decimal Format drop down button m to select the required decimal format.

Last Modified: 7/9/2013 41/48 Business Process Procedure



Title: Register with SuS Email Number and Create User
Area: Supplier Self Service

Business Process Procedure

Register with SuS Email Number and Transaction Code: NA
Create User

Find User - SAP NetWeaver Portal - Mozilla Firefox

Fle Edit View History Bookmarks Tooks Help
|2 Find User - SAP NetWeaves Portal > | Z7 Manage RFx - SAP NetWeaves Portal -

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

Wietcome John Widget . Logoff w

Company Dala

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 =

| Teteghone | 305-378-9213

| Fax [305-378-9012

| Position | Customer Representative
| Departent | Sales and Distnibution

| settngs =l
| Date Farmat MMDDAYYY | w
| Decimal Format [ 1234568790 ||
a7 | Time Zone 1234568790 Riix} W

[ Sk U1 Seltings | 12 348 637 90

I E-Mail Adert

37. Click m to select the decimal format.
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Business Process Procedure

Register with SuS Email Number and

Create User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

@ Find User - SAP NetWeaver Portal - Mozilla Firefox - 0
Elle Edit View Higtory Bookmarks Tooks Help
Z Find User - SAR MetWeaver Poral ximmm-wmm | |

* =] https:/ N supplypofal-galausd.net/ i ports 1,, o m = (oogie e " ﬂ
Welcome John
s . PN SAR,

CwnData | Creale Usérs Find Useér | Company Dala

< Role  Descipbn )
|H W02 0000 SAP SRM SUS: Supplier Order Collaboration User
B W01_0000  Vendor Administralor

B W100_0000 mySAP SR SUS Bidder

I. Contact Information =]

| Teteghone | 305-378-9213

| Fax [305-378-9012

| Position [ Customer Representatve
| Departent | Sales and Distnibution

| settings =
| e Format MMDDIYYY |+
| Decimal Format I12_345.EB?9(] w
| Time Zone IMuunlam Tirme (Phoenix) v
8 [ Save LI Seltings
| eai aseort =
38. Click the Time Zone drop down button m to select the required Time Zone.
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Register with SuS Email Number and

Create User Transaction Code: NA

Find User - SAP NetWeaver Portal - Mozilla Firefox

Eile Edit View Higtory Bookmarks Tooks Help
|E"FihﬂU§H*Wl’H‘ﬂ'!mPMﬂ x|mmm-wmm ®

* 8 htps/ upplyponal-galausd.net/in/ ports u o m- Google 2 5 &
Welcome John Widget . Logof w

Company Dala

H__ i

. | WI0Z_0000 | Mountain Time (Phoenix) -

I | W101_toop | Meurtsin Tims Norh America
Hamitia

. WADD_0000 | propa

3| Mewtoundiand

Morfolk Islands
——————— Newioundiang
l Contact Information | Hew Zealand Chatham kslands =l
" Hew Zealand — =1
| Tetephone  [305-3 Paraguay
| Fax [305-2 5t Pierre and Miguelon
FPakistan

| Position  [Custe

39 Padfic Time (Los Angelas)
| Depantment [ Sales pacinc Tima Morth America
Russia (Moskau) UTC+03 -
| _setongs Russia (UTC#04) =
. Russia UTC+05)
| Date Format Russia (UTC+08)
Russia (UTC+07)
| Decimal Format | g, ooia UTC08) .
| Time Zone IMuunlam Time (Phoenix) v
[ S LI Settings
J ot sort -
-

39. Click-REEEII= i SR EEENE to select the Time Zone.
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Register with SuS Email Number and

Create User Transaction Code: NA

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

= Create Lsers - SAP NetWeaver Pofal l +
* B hitps//wpplyponal-galsusd.net/ i ports w e ' Google 2 5 &
B Mast Visited @) Getting Started || Web Slice Gallery | cricket | Movies [+1 || office | University Graduate 5c... | Tomentssite || Unide I Sbu - SAP MetWeaver ..

Welcome John Widget Log off @

CwnData | CreateUsers | FindUser | Company Data
Croate Users [History , BackForward=
. -
0 | -~ l:. i 4 Ll
SAP SRM Home | Find | Help | FAQ | Logoff A _.u‘g g |E.!-’
P 4 create user
* Find
- puenassorsers. [|_Create User

- New

User ID must begin with 39 and have a maxmum of 11 alpha numenic
« Changed o ¢
* In Process characters

I;_l Yeg, e uses has read the data privacy stabermnent and acceépls he terms

I General User information :]
| *User Hame [awaDUSER1
| *Passward :t-"l“-"-l
| *Confirm Password [sssssssss
| *Femotadar W
| *First Hame [Roben
| *Lasi Hame |Henry
| *E-Mail Addrass  [Robemtabc@gmail com |
I srpmiintn Mee Tal w

jawascriptovoid (0

40. After filling all the required fields, click the ‘Sav& putton.
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Register with SuS Email Number and

Create User Transaction Code: NA

Create Users - SAP NetWeaver Portal - Mozilla Firefox

41.  After creation of users, click the '=299T pution to exit out of supplier self service 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).
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Register with SuS Email Number and

Create User Transaction Code: NA

SAP NetWeaver Portal - Mozilla Firefox

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

& Are you sure you want to log off?

42

javascriptvoid(0);

42.  Click the Y&2 putton to confirm log off.
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Register with SuS Email Number and Transaction Code: NA
Create User

Result

You have successfully completed the registration process, set up your LAUSD Supplier Portal access, and
created authorized users.
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