Set Up Supplier Portal User Quick Steps

The high-level steps required to add a user either as supplier or buyer to enable them to access the Supplier Portal.

Navigation:

1. Add a Supplier as
Costpoint User

6. Add the Supplier
as a Contact

7. Add the Buyer
Email Address

2. Assign a Vendor
ID

5. Assign the
Default Application
to the Supplier

e Use the PAGE DOWN key to proceed to the next slide.

* Use the PAGE UP key to return to a prior slide.

Best viewed in IE or Adobe PDF Reader.

Deltek.

3. Create a Supplier
User Group

4. Assign a Supplier
User Group to a
User
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ﬁ‘ * E Browsze Applications = Planning = Administration = System Security = Manage Uzers
= ldentification

UserID*

Information  Workflow = Printing Dy
k4 On the Manage Users screen,

assign a user ID and a user
name to the supplier.

User Information

Employee 1D

Phone

Extension

otmicaton Mng e

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

- |dentification > Company
Company ID*

Default Taxable Entity 1D

¥
Qrg Security Group ID

Warehouse

Supplier Portal Vendor

1. Add a Supplier as Costpoint User > Steps A and B

User Name*

RIS T@ T eE D W Deltek Costpoint |

1k O

New || Copy | ¥ || Delete 1 0f 1 New Table || Query v| B x|

Status

Deactivation Date
Date Password Changed
Last Login Date

Force Password Change

[] Notify When Batch Job Is Completed

[] Allow User to Override Batch Job Priority

(] Can Report Issues From Application Screen

Preferences User Can Change

[(JName

(] Default Company

(] Can Change Email Notification
(] Phone and Extension

(] Can Add New FIDO Device

[ Password

Default Company * |

Assigned User Groups Module Rights Application Rights Ul Profiles FIDO/Biometric Devices

New || Copy | ¥ || Delete 1.0f 1 New Table v| Bl x
Data Suppression

(] Suppress Labor Suppress SSN

() Suppress Cost (] Suppress Price

() Suppress AP Tax ID
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< Identification

Browse Applications *= Admin > Security >

User ID* USER1235

Information Workflow | Printing Defaults

User Information

Employee ID

Phone 5556339636
Extension

Locale ID |
Email JSupplier@vendor.com

Preferred Notification Mthd Email and IM

= |dentification > Company

System Security =

Authentication

Manage Users

User Name *

User Interface

Status

Deactivation Date

(I'he Supplier Portal Dashboard an
the Manage Supplier Actions
screens will filter POs based on the
Org Security Group ID assigned
to the supplier on the Manage
QJsers screen.

a)

Company ID * 1 ] compan TEK,INC,SS
Default Taxable Entity ID
. I On the Company
Org Security Group ID GRP1 l Org Sec Gro Access subtask
Warehouse | link the user to a
vendor ID.
Supplier Portal Vendor SPO01 I Supplier Port

2. Assign a Vendor ID > Step A

John Supplier

nange

Job Is Completed

fride Batch Job Priority
From Application Screen

Company Access

New || Copy | ¥ || Delete |:||:

Preferences User Can Change

[] Name

[[] Default Company

[J Can Change Email Natification
[] Phone and Extension

[] Can Add New FIDO Device

[ Password

Default Company *

Assigned User Groups Module Rights Application Rights

101 New | ¥ |:||:| Table || Query '| [

1 M O

X

Ul Profiles FIDO/Biometric Devices

New || Copy | ¥ || Delete |:H

Data Suppression

[J Suppress Labar Suppress 55N
[J Suppress Gost

[[] Suppress AP Tax ID

[J Suppress Price

10f 1 New H ‘

‘:‘ Table‘ Y‘.I'j'_ X
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-~ W = Browse Applications

Manage User Groups

w User Group ID *
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= Admin > Security >

Name *

System Security > Manage User Groups

Active Directory 1D
[sAMAccountMame)

| STO_CNTR_OPP_MGR

| STD_CNTR_SUBK_CLRK
STD CST ACCT
SUPPLIER

SUPPLIER PORTAL

Contract Opportunity Manager
Contract Subcontract Clerk

SUPPLIER_APPLE
SUPPLIER_PORTAL

New || Copy w || Delete || Queny

Supplier Portal Apple

Supplier Portal users m
‘Module List Create a Supp”el’ Manage User Groups > Module Rights Mew || Copy w || Delete || Query | v ||
user group. Wodule

a1 = T T i o

Assign Users to Group Module Rights Application Rights Active Directory Groups Ul Profiles

v Module Domain

Payroll People \- Supplier Portal Materials
Receiving Materials

Resources Contracts
Resource Planning Planning
Routings Materials
Subcentractor Management Projects
Supplier Portal Materials
Security Admin

System Adminisiration Admin

\
Assign the Supplier

Manage User Groups > Assign Users to Group Portal module SP
v e with full rights to

AFSUPPLIER Ashley Supplier the group.
ﬁmurrmn e
| AMSUPPLIER1 SUPPLIER11, AMY
|NASH—U5EF‘. Hell, Komarbonn

| SUPPLIERAF Supplier Ashley

| TESTS Ashiey

| uxsuPPLIER Munoz, Frances

| uxsuppLIER2 Ashley Floyd

New || Copy | » || Delete || Query v|

3. Create a Supplier User Group > Steps A and B
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op Dele 0 b ()
User ID * USER1235 User Name * John Supplier l
Information Workflow = Printing Defaults | Authentication | User Interface
User Information Status Preferences User Can Change
cmpieeell I pef The Content Management license is | LI
na required to attach documents via the () Default Company
Phone 5556339636 = Supplier Portal. An additional user [ Can Change Email Notification
i roup is also recommended to limit
Extension group L (] Phone and Extension
| | | the access of each vendor within the .
document management system. ) [ Can Add New FIDO Device
Email JSupplier@vendor.com M i (] Password
Preferred Notification Mthd Email and IM (] Can Report Issues From Application Screen
Default Company ¥ l
Company Access | Assigned User Groups fModule Rights Application Rights Ul Profiles FIDO/Biometric Devices
e 0 . gnea B oUup A . . s []
On the Assigned User Groups subtask, assign the user group to the user to
v User Group * User Group Name Company * ensure that only the applicable module is accessible. The EVERYONE user
3| SUPPLER e 1 group will be assigned by default and_capnot be remoyed from the Supplier
3| EVERVONE oo 1 users. If you have any modules, applications, active directory groups, or Ul
profiles added to the EVERYONE user group, you will have to change this
structure to a new User Group to avoid these applications and modules from

| Qeing viewable by the Supplier users. )

Close

4. Assign a Supplier User Group to a User > Step A
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User ID * USER1235 User Name * John Supplier I

Information | Workflow | Printing Defaults | Authentication = User Interface

User Interface Settings ( \
. B If the default application is set to Supplier Portal
Allow Saving of Persanal Screen Configurations Dashboard (SPDSP), the user will be taken

directly to the Supplier Portal Dashboard upon
login.

[ ] Allow Screen Configuration Changes for Ul Profiles
Allow to Enter Navigation

Enable AutoComplete L J

Use Auto Position mode * Default v

Default Application ID SPDSP | Application Name SUPPLIER PORTAL DASHBOARD l

Company Access Assigned User Groups Module Rights Application Rights Ul Profiles FEIDO/Biometric Devices

(e D - gneg B OUD - op [ - ‘ L]
- User Group * User Group Name Company *
<) SUPPLIER SUPPLIER PORTAL |
3| EVERYONE Every One i

5. Assign the Default Application to the Supplier



Op = Approva g able (Jue
Vendor 1D SPO01 Name™ Supplier Portal Vendor Location
Header Defaults | Notes
Long Mame* Supplier Portal Vendor Vendor Group 109:.5 1099-MISC F
- )
Vendor Web Site Customer Account l | A 9rm
Vendor Status Employee I Type [-None- v
@ Active O Hold Payments Tax ID
. DUNS MNumber 1099 <
() Give Warning O Payroll Vendor Nt Supplier Portal Vendor
- UE| Number
O Inactive CAGE Code

Time Collection

Vendor Approval APPROVED Expense Class
GovWin 1Q Company Information
GovWin 1Q Company ID Last GovWin 1Q Synch Last GovWin 1Q Analyst Update
Do Not Refresh
Subcontractor Management
Vendor Employee =l
[ Subcontractor Approval Group l User CPSUPERUSER Date 09/20/2019 Password
Vendor Employees Vendor Classification Currencies Subcontractor Info Credit Card Info Addresses Default Expense Accounts VAT Info CIS Info User-Defined Info
de S Addresse o op Delete 0 o -
| Address s Address Address State/ Postal Ship ID Payment Order Phone Fax Other Email Congressional SalesiUse Sales/lse USEFT Non-US EFT
¥ Code® Line 1 Line 2 Line 3 City _gmmRrovince Code Country Ship ID Description Address * Address © Number Mumber Mumber Address District Code Tax Code Tax Description Password Ship ID Active Active Active
| | | ]
[o011 1155 West Elm st Cleveland { A LS Default w | ves v | ] | O
Contacts EFT Info (Non-US) EFT Info (US)
Close
On the Manage Vendors
denti tic Add pnita op Delete 0 |
screen, set up the
Address Code: 0011 .
————
= = =— e supplier as a contact for
L Line * Name HName Title Number h I- bl dd Notes Email Address
1|Frances Munoz eac app |Ca e a ress resemariemunozi@deltek com
2 Floyd Ashley of the associated vendor. ashleyfloyd@deltek.com
3 Supplier John JSupplier@vendor.com
\ J

6. Add the Supplier as a Contact > Step A
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ﬁ\ b ¢ m Browse Applications > Planning > Administration > System Security > Manage Users "‘ Hm (‘I'}

- Identification New || Copy | ¥ || Delete |:||:| 1 of 1 New |:||:||:| Table || Query v| - x|

User ID* User Name *

Information  Workflow | Printing Defaults | Authentication | User Interface

User Information Preferences User Can Change

A 5
EDRICTEEHE jan the Manage Users s () Name
screen, add an emalil - LR
addreSS to the buyer [J Can Change Email Notification

information for
Locale ID o atio or e &b [J Can Add New FIDO Device

IEmaiI the From _emall .when O
reterre olinication mind Comn_]unlcatlng Wlth a Default Company * l
\supplier.

Company Access Assigned User Groups Module Rights Application Rights Ul Profiles FIDO/Biometric Devices

Phone

Extension [J Phone and Extension

[ R et W B Deltek Costpoint
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ﬁ - E Browse Applications > People > Employee > Basic Employee Information > Manage Employee Information j_ Hm (_')
= ldentification New || Copy | ¥ || Delete || Attach | ” |Iof1New| ” || | Table || Query T| m x|

Employee * Name (] Contractor

TSR,/ On the Manage Employee )

Matling Address Information screen, add rr—
Line 1 an email address to the work
Line 2 g g Home
buyer information for use
city as the To email when
State/Province communicating with a

Postal Code Su lier.
Country \. pp )

Emergency Contact

Line 3

'hone Number Relationship

7. Add the Buyer Email Address > Steps A and B 1 e Retationsnip

tions Contributions Bank Info Savings Bonds User-Defined Info Additional Addresses Citizenship Phone Additional Default Pay Types Employment History




0 s Pending Supplier Action (across Purchase Orders)

Change Requesis

This concludes the
Set Up Supplier Portal User Quick Steps.

\. J

0 1 0 4 8 12 1% 20 24 28 32 38 40 44 45 52 56

Mumber of PO/Delivery Schedule Lines Mumber of PO/Delivery Schedule Lines

0 s Purchase Order InvoicesVouchers dashpart parameters
" Invoice Invoice Date Invoice Amt Currency PO

PO41807-11 053172007 165.00 USD PO41807-11
432497 120172013 350.00 USD PO-10690
432497 11302013 550.00 USD PO-10690
43 072372013 1.575.00 USD PO-10726

4 AD-PO00334 030272020 6,097 .05 USD AD-PO0O0334
AD-SC00032 03/13/2020 4.551.00 CAD AD-SC00032
AD-SC20000 032572020 3,042.00 USD AD-SC20000
AD-SC20001 0325/2020 7.,956.00 USD AD-3C20001
AD-SC20002 0325/2020 53,362.00 USD AD-3C20002
AD-SC20001-1 0325/2020 7,020.00 USD AD-3C20001
AD-SC20001-2 03/25/2020 7.020.00 USD AD-SC20001

AD-SC20002-1 037252020 §.190.00 USD AD-5C20002
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