
Best viewed in IE or Adobe PDF Reader.

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

Set Up Supplier Portal User Quick Steps

Navigation:
• Use the PAGE DOWN key to proceed to the next slide.
• Use the PAGE UP key to return to a prior slide.

1. Add a Supplier as 
Costpoint User

2. Assign a Vendor 
ID

3. Create a Supplier 
User Group

4. Assign a Supplier 
User Group to a 

User

5. Assign the 
Default Application 

to the Supplier

6. Add the Supplier 
as a Contact

7. Add the Buyer 
Email Address



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

A

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

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

B



On the Company
Access subtask,
link the user to a
vendor ID.

A

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.

2. Assign a Vendor ID > Step A



Create a supplier 
user group.

A

Assign the Supplier
Portal module SP
with full rights to
the group.

B

3. Create a Supplier User Group > Steps A and B



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 and cannot be removed from the Supplier
users. If you have any modules, applications, active directory groups, or UI
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
being viewable by the Supplier users.

A

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.

4. Assign a Supplier User Group to a User > Step A



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

5. Assign the Default Application to the Supplier



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

A

6. Add the Supplier as a Contact > Step A



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

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

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



This concludes the 
Set Up Supplier Portal User Quick Steps.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9

