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Adding a Supplier User

To navigate to “Adding a Supplier User”, click on “Admin”.

i Ultriva

Hompe Material Status  Actions Scan Reporis  Integration

Click on “User”

é}\dmin | My Account | Help | Logout

Laura Maki | A&G Machining +

Click on the “Add” button

Admin @ How do I?
¥  Admin
Usere mEmmam Calendar
Add, manage and view users, resef passwords and update roles View and manage the business calendar. update the calendar fo mark
all dates that the business is closed
/j‘,,‘ Supplier ltem

User List for LUM Machining Supplies

“F Filters views &) How doI?

Filter By w Select Operator w | |Enter VValue
Find User ID 34 m
B Add & Edit ¥ Disable LT view More Options
W UseriD & First Name Last Name w7 Email ID v

& avaracallo Anita Varacallo Mot Set

Personal Information

. Enbled D

Il Diszbled

Work Phone v Buyer Code 7 Last Login On w7

0172011

856-686-2711 05/15/2009

0Important — A RED ASTERISK (*) means that information is required for that field.

Personal Information — Enter all of the user’s “Personal Information”. Click on the drop
down arrows and select the “Locale” (language) and the “Time Zone” where the user is

located.
Personal Information €
* First Name: |John | / Mi: I:I * Last Nanh |Does |
* Work Phone: [777-555-4444 | Mobile Phone: | |
* Email ID: |dcesj@ljmmach_com | Locale: ||
* Time zone: | (BMT-06:00) Central Time (US & Canada) [~
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Account Information

Enter a “User ID”

Account Information

+ User ID: doesj e Business unit: LJM Machining Supplies

+ Account Type: —Select Account Type—| ™ || Show Privilege Buyer Code:

Click on the drop down arrow in the “Account Type” field.

Account Information

* User ID: doesj Business unit: LJM Machining Supplies
* Account Type: —Select Account Type— Show Privilege Buyer Code:

Select the “Account Type” for the user to be assigned to.

- Quick Tip — When selecting the “Account Type”, select the role for which the user is
responsible for as the level of privledges changes with each role. Example: “Supplier
Administrator” has the most privledges while the “Supplier User” has less but enough to
complete his/her job responsibilities.

Account Information

+ User ID: doesj Business unit: LJM Machining Supplies

—Select Account Type—
EHMD Supplier Admin
InterFlant Supplier
Password Informat{ LM Supplier Shipper
IMaster Label

RFQ Supplier User
Every 90 days your P3l Shipper DT_“ Temp
Supp View Only
Supplier Administrator
Supplier CSR
Supplier Master Label
Supplier Shipper
Supplier User
Sunnlier View Onlv

+ Account Type: Show Privilege Buyer Code:

* Password: * Confirm Password:

#%  Applications {

The selection appears.

Account Information

+ User ID: doesj Business unit: LJM Machining Supplies
+ Account Type: Supplier User Show Privilege Buyer Code:
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Password Information

N

Quick Tip — Every 90 days, the password will expire.

Enter a password in the “Password” field. Enter the password again in the “Confirm
Password” field.

Select an option: “User must change password at next log in” or “Password never expires”.
Click on the “Save” button

Password Information

Every 90 days your Password will expire. / (

* Password: |lll.ll | * Confirm Password: asssne

—% M User must change password at next logon
[ Password never expires

Application Access Information

(3 () -NotSet @ -SetAllow @ -SetDeny & -Alowed  §§ - Denied

Application Name Current Access Allow Deny

Supplier 4 9 §

* Required field

—> s O

The User has been added successfully

User List for LJM Machining Supplies

7 Filters Views @) How doI?

‘ e User doesj added Successfully e &

Filter By w Select Operator w Enter Value 3 | Go D| o=
' ' ) N Enabled
Find User ID 44 63 B Dissbled
_ii Add _/ Edit _x Disable 5:, View _More Options v
7 UserlD & First Mame = Last Mame 7 Email ID = Work Phone w7 Buyer Code 7 Last Login On 7
& amcbride Amy McBride Not Set 856-848-3200 011772011
é’ avaracallo Anita Varacallo Mot Set 856-686-2711 05/15/2009

é) dwhite Denise White Mot Set 856-656-2690 0222011
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