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ﬁ * Browse Applications = Materials = Supplier Portal > Dashboards/Actions = Supplier Portal Dashboard » Parameters | Reports

Pending Supplier Action (across Purchase Orders Past Due Deliveries Upcoming Deliveries Pending Supplier Action (by Purchase Order)

L PO Rlse PO Type Buyer PO Total Amt Curr
New Orders % AlM022018-2 {0 Purchase Order Anne, Mitchell 5,000.00 USD
AM022119-1 {0 Purchase Order Anne, Mitchell 500000 USD
AM022118-2 {0 Purchase Order Anne, Mitchell 4,000.00 USD
AM022119-3 {0 Purchase Order Anne, Mitchell 400000 USD
Change Requests
{0 Purchase Order Anne, Mitchell 4,000.00 USD
{0 Purchase Order Anne, Mitchell 4,000.00 USD
{0 Purchase Order Anne, Mitchell 5.00 UsD
Change Request Rejected . . . . 0 Purchase Order Ashley, Floyd A 0.00 USD
In this click-thru, you will add a user either as DS e e o 010 15D
. {0 Purchase Order Conrad, Kelley 12.500.00 USD
Cancel Request :|5 Supp| ier or buyer to enab|e them to access the 0 Purchese Order Conrad, Kelley 540000 USD
{0 Purchase Order Ashley, Floyd A 525000 USD
H {0 Purchase Order Ashley, Floyd A 14.400.00 USD
Cancel Request Rejected S u p p | I e r P O rta | - {0 Purchase Order Ashley, Floyd A 3.475.00 USD
. . {0 Purchase Order Ashley, Floyd A 252600 USD
Click the numbered circles on the left to move {0 the |JtE—E——
! i 0 . @ . . {0 Purchase Order Ashley, Floyd A 210000 USD
Number of PODelivery Schedule Lines fl rSt Ste p | n e a C h p h a Se . 0 Purchase Order Ashiey, Floyd A 50000 USD

{0 Purchase Order Ashley, Floyd A 1,00000 USD «

Open Purchase Orders

v

6/

Add the Supplier as a Contact

v

Add the Buyer Email Address

PO Rise Buyer PO Total An

o mme Use the arrows or Pg Up/Down keys to proceed
AM022119-1 0 Anne, Mitchell

AM022119-2 5 Anne, Mitchell th ro u g h e a C h Ste p -

AM022119-3 0 Anne, Mitchell

AM022219-1 _D Anne, Mitchell

AM022219-2 0 Anne, Mitchell .

AMO30619-1 _0 Anne, Mitchell B e g I n

AM030619-2 0 Anne, Mitchell

PO-02-0623 0 Ashley, Floyd A

PO-02-0624 0 Ashley, Floyd A

PO-02-0625 _D Ashley, Floyd A

PO-02-0628 0 Ashley, Floyd A 2.880.00

PO-02-0627 0 Ashiey, Floyd A 3,000.00 USD

PO-02-0828 0 Kansagra, Roopa 0.00 USD

PO-02-0629 0 Ashley, Floyd A 1,800.00 USD

PO-02-0630 0 Ashley, Floyd A 250.00 USD

PO-02-0631 0 Ashiey, Floyd A 4740.00 USD

PO-02-0632 _0 Conrad, Kelley 585.00 USD . .

P05  Conrad, Keley 2300 WD v st viewed in IE or Adobe PDF Reader.
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User 11

b § m Browse Applications = Admin » Security » 3ystem Security > Manage Users

Add a Supplier as Costpoint User

ll') Identiicaion New‘ Copy | v DeleleH:H]mmew :H:H] Table | Query v‘ [ | x"

I User ID* I User Name * |

Assign a Vendor ID Information . Workflow ~ Printing Defaults =~ Authentication = User Interface Q
+ User Information On the Manage Users Preferences User Can Change
B screen, assign a user
Employez 1D | ID and a user name to P ] Password
Create a Supplier User Group hane the supplier. 0l ] Phang and Exlension

v Extension Last Login Date n ] Name

9 Locale ID l l Force Password Change ] Default Campany

Assign a Supplier User Group to a :
User I = [ Nofify When Batch Jub Is Completed ] G Change Ena Nofcaio
[] Allow User to Override Batch Job Priority

Default Company * |

é Preferrad Nofification Mthd e Email [ Can Report Issues From Application Screen

Assign the Default Application to the

Company Access  Assigned User Groups  Module Rights  Application Rights Ul Profiles

Supplier - Enter the email address for — —— -
3 Idenification > Company the Supplier Portal logged- . NewH !H_‘ ‘_H_‘U-}fﬂﬁmng ‘_H_H_‘ Table‘ ‘l‘ BCx%
@ Company 1D * in user. | Daa Supresson
Suppress Labor Suppress 35N
Add the Supplier as a Contact Default Taxahle Eniity 1D
Suppress Cost Suppress Price
¥ Org Securfy Group 1D | |

o Warehause h | |

Add the Buyer Email Address Supplier Portal Vendor | |
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Add a Supplier as Costpoint User

#& % [0 BrowseApplications > Planning > Administration > System Security > Manage Users 1 W O

Manage Users New || Copy | ¥ || Delete || Form || Query v‘ —loll x

7 Allow Saving of Personal | Allow Screen Configuration
* n* Name * Screen Configurations =~ Changes for Ul Profiles Employee ID Phone | Extension Default Locale  Locale Name Email Enable AutoComplete Use Auto Position mode
9 0000 Yukj21, Erka Shallain V] 0 0000 V] Defaut v||a
Assign a Vendor ID 0000081 Juan1 Last Name, Juan Fi i ] 0000081 v Default v
\ 0000082 Juant Last Name, Juant Fi ¥ U 0000082 ¥ Default v
007300 Cogee, Bon ¥ H 007300 ¥ Default v
9 058 Wong Jr, Janets M ¥ 0 058 058 ¥ Default v
Create a Supplier User Group \0808 SATO MS, AMY N i ] AMY 1 v Defautt v
7 |10 Last10, Firsti0 i O 10 i Default v
e \ 100200 BUNNY, BUGS i ] 100200 ANNEMILLARD@DELTEK.COM ¥ Default v
Assign a Supplier User Group {0 a \100300 LIGHTYEAR, BUZZ Vi 0 100300 s ANNEMILLARD@DELTEK.COM Vi Default v
User ‘ 1032962 Iname 1032862, fname a ¥ ] ¥ Default v
{ ‘ 105212 BROWN, CHARLIE ¥ 0 105212 ANNEMILLARD@DELTEK.COM ¥ Default Y|y
b
Assign the Default Application to the The Suppller Portal Dashboard and the Manage Company Access Assigned User Groups  Module Rights  Application Rights Ul Profiles
Supplier Supplier Actions screens will filter POs based on the —— —
é Org Security Group ID assigned to the supplier on - Sen 3 R 2 O O A R C e
the Manage Users screen.
Add the Supplier as a Contact = L] Suppress Labor L] Suppress SSN
o
[ ] Suppress Cost [ ] Suppress Price

v I Org Security Group ID | | I

o Warehouse | e |

[On the Company Access subtask, link the user to a vendor ID.
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v
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% Browse Applications > Admin > Security > System Security > Manage User Groups

Manage User Groups

. User Group ID *

Name *

Company 1 (Sample Env. Name 123 - C7IMQC011Q1) ) Deltek Costpoint )

Active Directory 1D
(sAMAccountName)

1 o

New || Copy | ¥ || Delete || Query V‘_‘ D‘ X‘

156048

Na

AD-GROUP1
| AD-GROUP?

AD-GROUP 1 FULL ACCESS
AD-APP RIGHTS

m ‘

Create a supplier user

IAITEST

Testing

group.

AL
‘AMUSRGRF’

ALLACCESS

test

\J

Assign the Supplier
Portal Module to the

group.

Assign Users to Group Module Rights

Application Rights

Active Directory Groups

Ul Profiles

Manage User Groups > Module Rights

New Copy." Delete‘ Query"‘ﬁ' O] %

Module * Name

Module

Rights * Company * Domain

AR

Accounts Receivable

v ALL Accounting

BD
‘ co
\ EC
\ FA
\ HT

Budgeting and ETC
Consolidations

Engineering Change Notices
Fixed Assets

Team Management

v AL
v AL
v AL
v AL

ALL People

Projects
Accounting
Materials

Accounting

E

Supplier Portal
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Add the Supplier as a Contact

v
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FILE LINE OPTIONS PROCESS HELP

S Qi

% [0 Browse Applications =

Manage Users

B0E

Admin >

DORMREAE

Security > System Security > Manage Users

Allow Saving of Personal Allow Screen Configuration

Deftek Costpoint

1 k0

New| Copy | ¥ Delele| Form || Query V|_ Of X

Deactivation = Date Password

Identification > Assigned User Groups

v n* Name * Screen Configurations ~ Changes for Ul Profiles | Employee ID Phone Extension | Default Locale Locale Name Email Enable AutoComplete Use Auto Position mode * Date Changed  Last Login Date Force Pas
001112 Simms, Brangon ¥ O 12695 {aneisha.blyden@gmail.com i Defaul v 5 0ar02018 4 | i
! SLastt, v 0 1 | | ] | | ¥ Dt v | B B I
1222 LAST11222, FIRST M 0 1 M Defaul v
| 11224 LAST11224, FIRST11224 M 0 11224 M Defaul v i ,
|zo1som LN 2018001, FN 2018001 ¥ O 2018004 ¥ Default v 12262018 [ 05282019 [4
|zo13002 LN 2018002, FN 2018002 ¥ ; . ; ¥ Defauk (5 0072019 1 01212019 [
|ooteoos L aota0os, P 2018003 v The Content Management license is required v Defaut 070t 5 0125019 %
|20te004  Lv20ta0od, PN 2018004 v to attach documents via the Supplier Portal. ¥ Defaut 01019 5 01050019 £
|zo13005 LN 2018005, FN 2013005 ¥ An additional user group is also recommended ¥ Default 0212019 1 01222019 [
|2013006 LN 2018005, FN 2013006 vl . . cep - i Default 02019 [ 01201y [ -

to limit the access of each vendor within the ;

document management system.

Identification > Company

Company ID*

Default Taxable Enfity ID
Org Security Group 1D
Warehouse

Supplier Porial Vendor

On the Assigned User Groups subtask,
assign the user group to the user to
ensure that only the applicable module
is accessible. The EVERYONE user
group will be assigned by default as
well. )

Data Suppression

1
AIRBOAT

[] Suppress Labor

[] Suppress Cost

Company Access Jf Assigned User Groups ff Module Rights Application Rights Ul Profiles

New| Copy | ¥ Delete| Query V|E —|O| X

New | Copy ¥ || Delete H:”:‘hflﬂmnn|:||:”:| Table | Query "‘ [ X‘

[] Suppress 85N

['] Suppress Price
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Company 1 (Sample Env. Name 123 - CTIMQC011Q1) ) Deltek Costpoint

DOCNMNEAE

* Browse Applications > Admin > Security > System Security > Manage Users

1 M d
J/ Identification k

New Copy" Delete ‘:H:‘ 1012,126Ef.is|ing‘:‘ P | pl|| Table Query‘ v‘ .‘ _‘ X

UserID* 001111 User Name *

Doe 1, John |

Information | Workflow  Printing Defaults | Authentication =~ User Interface

User Interface Settings

Allow Saving of Personal Screen Configurations
[] Allow Screen Configuration Changes for Ul Profiles
Enable AutoComplete

Use Auto Position mode * |Default v

?

Default Application ID Application Name SUPPLIER PORTAL DASHBOARD l I

Company Access Assigned User Groups Module Rights Application Rights Ul Profiles

Identification > Assigned User Grou

If the default application is set to Supplier Portal
B oo (SPDSP), the user will be taken directly to the Supplier
Portal Dashboard upon login.

New Copy" Delete || Query V‘[’_‘:J“_‘D‘X

EVERYONE Every One

Close

Identification > Company New || Copy | ¥ || Delete ‘ H ‘10T1Exisﬂng ‘_H_H_‘ Table || Query v‘ |‘ [3‘ _‘ X
Data Suppression
Company ID* 1 |  Company 1 |
[] Suppress Labor [] Suppress SSN
Default Taxable Entity ID 1 l SuperTech, Inc.
Suppress Cost Suppress Price
Org Security Group 1D l | LJ Supp L] Supp
Warehouse | |

Supplier Portal Vendor | |
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* m Browse Applications > Accounting > Accounts Payable » Vendors > Manage YVendors .'. nl !

Identification

Mew || Copy | ¥ Delele| Attach || |4 |4 2-}f|.7’.‘3E}dsling|_‘ P | pl| Table | Query v| H X

Vendor 1D 00001 b Name * GTE Telecom at Tyson Location VA

Header Defaults = Notes

1099's
Long Name * GTE Telecom at Tyson Vendor Grou GROUP2
y P Print 1099-MISC Form
Vendor Web Site Customer Account ——
CRC I Type [NONEMP v
Vendor Status Employee
L D3M1 | Tax ID 456-789123
® Active [ Hold Payments Time Collection 1099
. ) Expense Class GTE Telecom at Tyson
0 Name
O Give Warning (] Payroll Vendor GovWin 10
O Inactive Company ID Password
DUNS Number
CAGE Code
Subcontractor Management Eliy
Subcontractor ng?ﬁ{j"&?{'}%ﬁe | User LEITKAMG Date 10/26/1996 APPROVED
Vendor Employees Vendor Classification Currencies Subcontractor Info Credit Card Info Addresses Default Expense Accounts VAT Info CIS Info User-Defined Info

Idenfificatio] > Addresses New || Copy | ¥ Delele| Form | Query ¥ |3~ | OJ||X

Address Postal

4

v Code * Line 1 Line 2 Line 3 City Province Code Country Ship ID
EFT-ADDR 123 West Palm ‘e M VA 2210 USA
GTE-PNTH 88 GTE West Park Drive l ‘ | | |

On the Manage Vendors screen, set up
a supplier as contact for each applicable
address of an associated vendor.

>

Contacts EFT Info (Non-US) EFT Info (US)

identification > Addresses » Contacts
Address Code: GTE-PMT1

Net || Copy | v || Di ele‘ Form |\ (9| — || 3| X

g . Last First Phone Fax Other ﬁ
. ine Name Hame Title Number Number Number Notes Email Address
Add the Buyer Email Address 1|GTE Johnny { 20) 703-666-7777 703-888-0000 703-555-GTE2 can call 24 hours L
2|Dole John CFQ 214-999-0000 214-444-5555 10:00t0 5:00




FILE LINE OPTIONS PROCESS HELP Company 1 (Sample Env. Name 123 - CT1MQCO011Q1) ) Deltek Costpoint

Set Up Supplier Portal ENOOSNE UOEEONEAAE

* Browse Applications > Admin > Security > System Security > Manage Users L2 M O
U Se r Identification New | Copy ‘ v H Delete ‘ ‘:H:| 1.012,127 Existing |:‘ | 3] | Table || Query | ¥ | .‘ _‘ x
o User ID* 001111 User Name * Q
Add a Supplier as Costpoint User
Information W w | Printing Defaults =~ Authentication = User Interface
* User Information Slae Preferences User Can Change
9 Employee ID 001111 ) °
Assign a Vendor ID Phone On the Manage Users screen, add an email el SIETEET
7 Extension address to the buyer information for use as the
. . . . . ompany
el | ] From email when communicating with a supplier. o
9 IEmai\ I nge Email Notification
Create a Supplier User Group Preferred Notification Mthd Email kg = = R ! )
Company Access Assigned User Groups Module Rights Application Rights Ul Profiles

:
+ FILE LINE OPTIONS PROCESS HELP Company 1 (Sample Env. Name 123 - CTIMQCO11Q1) ) Deltek Costpoint |

(4 S0 UOCROREAE ‘

ASSIgn a Supp“er User Group tO a * Browse Applications > People > Employee > Basic Employee Information > Manage Employee Information .I. nl Q)
User

v

Identification New || Copy ‘ v || Detete || Attach | |14 | « |77 o1 124,285 Existng \:| » | 1| Table || Query | v || m| — || x

Employee * 16421501 Name 1Last Suffix, 1First 1 Contractor

HR Data  Address/Contact Timesheet Defaults = Product Interface | User Data Notes

Assign the Default Application to the

Supp”er i E-Mail Addresses
v On the Manage Employee Information I Work 1employee@deltek.com I
6 screen, add an email address to the buyer Home Temployee@home.com

information for use as the To email when

Add the Supplier as a Contact communicating with a supplier.

v PO KRR =
o Country USA )
Emergency Contact
Add the Buyer Email Address Contact Name 1 Elliott Phone Number 6556565 Relationship spouse
Contact Name 2 Efraym Phone Number 9876543 Relationship mother

Salary Details Leave Beginning Balances Leave Allowances Details Taxes Deductions Contributions Bank Info Savings Bonds User-Defined Info Additional Addresses Citizenship Phone
Additional Default Pay Types Employment History
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Pending Supplier Action (across Purchase Orders) Past Due Deliveries

Pending Supplier Action (by Purchase Order)

L PO Rise PO Type Buyer PO Total Amt Curr
New Orders <=5 . Al022018-2 0 Purchase Order Anne, Mitchell 5,000.00 USD

AM0Z2119-1 0 Purchase Order Anne, Mitchell 5,000.00 USD

AM022119-2 {0 Purchase Order Anne, Mitchell 400000 USD

Change Requests AMOZ2119-3 0 Purchase Order Anne, Mitchell 4.000.00 USD
AM022218-1 0 Purchase Order Anne, Mitchell 4,000.00 USD

AMOZ2218-2 0 Purchase Order Anne, Mitchell 4,000.00 USD

AMO30618-2 {0 Purchase Order Anng, Mitchell 5.00 UsD

Change Request Rejected PO02-0624 0 Purchase Order Ashley, Floyd A 0.00 USD
PO-02-0628 0 Subcontractor Agreement  Kansagra, Roopa 0.00 UsD

P0-02-0633 0 Purchase Order Conrad, Kelley 12,500.00 USD

Cancel Request :| 3 PO-02-0634 0 Purchase Order Conrad, Kelley 5,100.00 USD

DO 0eC {0 Purchase Order Ashley, Floyd A 525000 USD

() Purchase Order Ashley, Floyd A 14,400.00 USD

Cancel Request Rejected ' Purchase Order Ashiey, Floyd A 347500 USD
Purchase Crder Ashley, Floyd A 2,526.00 USD

. ' Purchase Order Ashley, Floyd A 240000 USD

v ) 0 ) 2 T h I S CO n CI u d eS th e  Purchase Order Ashley, Floyd A 210000 USD

Number of PO/Delivery Schedule Lines Purchase Order Ashley, Floyd A 50000 USD

' Purchase Order Ashley, Floyd A 1,000.00 USD

Set Up Supplier Portal User click-thru.

Open Purchase Orders

v

Add the Buyer Email Address

PO Rise Buyer PO Total Amt Curr
AMDZ2019-2 0 Anne, Mitchell 5,000.00 USD
AMDZ2119-1 0 Anne, Mitchell 5,000.00 USD
AMDZ2119-2 0 Anne, Mitchell 4,000.00 USD
AMDZ2119-3 0 Anne, Mitchell 4,000.00 USD
AMDZ2219-1 0 Anne, Mitchell 4000.00 USD
AM022218-2 0 Anne, Mitchell 4.000.00 USD
AMD30619-1 0 Anne, Mitchell 5.00 USD
AMO30618-2 0 Anne, Mitchell 5.00 USD
PO-02-0623 0 Ashley, Floyd A 324.80 USD
PO-02-0624 { Ashley, Floyd A 0.00 USD
PO-02-0625 0 Ashley, Floyd A 0.00 USD
PO-02-0626 0 Ashley, Floyd A 2880.00 USD
PO-02-0627 0 Ashley, Flayd A 3,000.00 USD
PO-02-0828 {0 Kansagra, Roopa 0.00 USD
PO-02-0625 { Ashley, Floyd A 1,800.00 USD
PO-02-0630 0 Ashley, Floyd A 250.00 USD
PO-02-0631 0 Ashley, Floyd A 4740.00 USD
PO-02-0632 0 Conrad, Kelley 585.00 USD
PO-02-0633 0 Conrad, Kelley 12,500.00 USD
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