
Set Up Supplier Portal 
User

In this click-thru, you will add a user either as 
supplier or buyer to enable them to access the 

Supplier Portal.
Click the numbered circles on the left to move to the 

first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 
through each step.

Begin

Best viewed in IE or Adobe PDF Reader.

Add a Supplier as Costpoint User

1

Assign a Vendor ID

2

Create a Supplier User Group

3

Assign a Supplier User Group to a 
User

4

Assign the Default Application to the 
Supplier

5

Add the Supplier as a Contact

6

Add the Buyer Email Address

7



On the Manage Users 
screen, assign a user 
ID and a user name to 
the supplier.

A

Enter the email address for 
the Supplier Portal logged-
in user.

B
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On the Company Access subtask, link the user to a vendor ID.
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The Supplier Portal Dashboard and the Manage 
Supplier Actions screens will filter POs based on the 
Org Security Group ID assigned to the supplier on 

the Manage Users screen.



Select the Email Notification check 
box to enable sending of Supplier 
Portal email alerts to and from the 
buyer and supplier whenever there 
are action changes related to a PO.

A

For the supplier, email notifications will be 
sent to the email address entered on the 

PO header of the Manage Purchase 
Orders screen. For the buyer, email 
notifications will be sent to the email 

address entered on the buyer’s employee 
record on the Manage Employee 

Information screen.

Create a supplier user 
group.

A

Assign the Supplier 
Portal Module to the 
group.

B
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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.

The Content Management license is required 
to attach documents via the Supplier Portal. 

An additional user group is also recommended 
to limit the access of each vendor within the 

document management system.
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Your selection on the 
Configure Purchasing 

Settings screen flows to this 
screen and the check box 
will be editable based on 

the Allow Edit status.

If the default application is set to Supplier Portal 
(SPDSP), the user will be taken directly to the Supplier 

Portal Dashboard upon login.
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On the Manage Vendors screen, set up 
a supplier as contact for each applicable 
address of an associated vendor.
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On the Manage Users screen, add an email 
address to the buyer information for use as the 
From email when communicating with a supplier.

A

Set Up Supplier Portal 
User

Add a Supplier as Costpoint User

1

Assign a Vendor ID

2

Create a Supplier User Group

3

Assign a Supplier User Group to a 
User

4

Assign the Default Application to the 
Supplier

5

Add the Supplier as a Contact

6

Add the Buyer Email Address

7

On the Manage Employee Information 
screen, add an email address to the buyer 
information for use as the To email when 
communicating with a supplier.

B



This concludes the 
Set Up Supplier Portal User click-thru.
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