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Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 1 - The
Authorized
Negotiator starts
the process by
Signing In as the
Authorized
Negotiator

Username:

Password:

Forgot Password

Vendor User Registration
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3 Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 2 - The
Authorized @NCR Power Portal
. " — Welcome back, VENDTCOTE
Negotiator selects
the Vendor vendor Selection
Number to be (O uPcEAN ) Vendor Item  ® Select Vendor Select Vendor List
assigned to the
New User o Select Vendor
Select Vendor
If Only Vendor vendor Number  Vendor Name
Number IS 0241-01 TACO LOCO PRODUCTS INC - 18G859%96
attaChed to AUth AD50-01 GEMERAL MILLS INC - 20G5052
NeQOtlator s J4 4Page; 1 |of 1 Total Found:2 [

account, then
screen will default
to Cost Book.
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Setting Up Vendor Portal User from External User Form

Step 3 -
Navigate to the
External Users
Vendor form
and select
“‘New” ® Vendor View » External Users Vendor
\ External User Maintenance
[ New | mhExport | P Edit © View
W Filter By: Apply || Clear
Log In Mame Email Address Role Ext User Type Email Verified Registration Status
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Authorized Negotiator - External User Option

Getting Started — Vendor Portal New User Registration

Step 4 — The

External User: trc?&@maildrop.cc

External User
window will be
displayed.

Key in the new —

users email
address and select
Verify.

The screen will
blink but nothing
else happens. This

is normal.

[ save |

Email Address:

Role:

Ext User Type:

trees@maildrop.co
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SteE - External User: tre96@maildrop.cc Insert X Ste .
Kev in N [Dseve [ Click Save.
ey In New - |
User,s F|rst Emiail Address: tre@6@maildrop.cc | o Verify |
Name., Last First Name: Test Last Name: e
Name, and Cage Code: 24608
CAGE Code.
Role: VPAuthMeg Q x
Ext User Type:
Step 6 —

In the field next to
the word “Role”,
click on the
magnifying glass
icon.

Select VPAuthNeg

Click Apply.

nnnnnnnn

Click Away.
Vendor Portal Role(s)

VPACCTMGR - Vendor Portal Account Manager
VPAuthNeg - Vendor Portal Authorized Negotiator
VPFRProd — Vendor Portal Fresh Produce
VPVendCost — Vendor Portal Cost Only

VPVendView — Vendor Portal Vendor View Only
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Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 8 — When
complete — the
Inserted
Successfully
message is
displayed.

Select OK to Information
close

Inserted successfully.
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Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 9 — To complete the process the Authorized Negotiator will need to close the
Entry form and wait for the New User to verify the email address registered as part of
the onboarding process.

Step 10 — The New User needs to navigate to their email and look for an email that
contains a link to verify your email. Make note of the Validation Code.
Click on the link.

New User Welcome Email

<Vendor.Portal@ncr.com>
118/2025, 9:14:08 AM

VP User Registration

‘Welcome to DeCA’s Vendor Portal User Registration Page. Please click on the link below to verify vour email address:

Verify Link:http://b3Trrenc 1277407 decalocal com/'retalixhg/MainVendorRegistration VerifyEmail aspx.

Validation Code: 0f0207dd

Step 11 — The New User should enter your email address and
Validation Code. Click Verify Email. Look for an Information
box that says “Email Verified Successfully”. Click Ok.
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Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 12 - External User: india tester 1@test deca mil Edit { > X
Authorized WJsae | § st «mmuﬁW
Negotiator signs into
Vendor Portal. Email Address: _|india testerl @tet deca.mi
First Name: India Last Name Tester
Navigate to External Cage Code: OusF7
Users Table.
Double click on New "~ VPAilEg Qx
User’s record to BtUserType: |Vendor
open External User |
box.
3 e
. / [+]
Assign Vendor f ey GENERAL MILLS WG - 2005052
Number by clicking
on carrot button
next to “Vendor ID”.
Add vendor number
in blank field. R . T

Click away into a
neutral spot.

Click on plus
sign (+) to add.

Step 13 -
Select Accept User button

Information

User Approved Successfully

Step 14 — After selecting the Accept
User button, the User Approved
Successfully message is displayed.

Select OK to close
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Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 16 -
Look for the Information box with

Step 15 - Extarnal User: india.tester Edit < > X Saved successfully notification.
>tep 1o - 1@test deca mil
Na\”g_ate to the [ 5zve | (g Diszble User freept User Riject Uszer | .
Role field. Click Ok

Email Address: india.testerl @test.deca. mi
CI|Ck on the First Name: India Last Name Tester
magn|fy|ng Cage Code: OMSF?
glass and ; —_— aw

tole uthMeg
update the role.

Ext User Type: Vendor

. Information

Click away to a |
neutral SpOt Saved successfully.
When f|e|d " Vendor ID Wendor Mame
populates. AL24-01 |CDLGATE PALMOLIVE COMPANY ...
Click Save.

§4 dPagel 1 |of 1 TotalFound: 1 F Kl

F

Step 17 — Auth Negotiator should close External User box. Take note that the Registration
Status has changed to “Accept” on the External Users screen.

@ Vendor View » External Users Vendor

External User Maintenance

3 New ‘ EExpDrt | ’Edit © View

M FilterBy:  LogInMame w  Include "Any one of* w |WVDR-TestT24608 | | Add Apply || Clear

x Registration Status: Exclude "Any one of" Reject | ¥ LogInMName: Include "Any one of" VDR TestT24608

Log In Mame Email Address Role Ext User Type Email Verified Registration Status Reaszon Motification Sent Date

I |VDR—TestT24608 ‘tn:QT@ma\Idrnp.cc ‘VPVendView |\.'Endor | |Accept | | |
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Setting Up Vendor Portal User from External User Form

Step 18 — The (1) Email to New User with New Username
completion of Step

. . <Vendor.Portal@ncr.com> <Vendor.Portal@ncr.com>
1 7 will tr|gge r 1/16/2025, 9:26:32 AM 1/16/2025, 926:31 AM

VP Password Reset VP User Accepted
Vendor Portal

d 2 d d t | <Vendor.Portal@ncr.com>
1/16/2025, 9:26:31 AM

Se n . ( ) a I Io n a VP User Accepted Your authorized negotiator has established a new Vendor Portal account for you.
emails to the New Your Username is: VDR-TestT24608

<Vendor.Portal@ncr.com>

User.

Auth Negotiator
should close

External User (2) Email to new User with Password Reset Link
Box.
<Vendor.Portal@ncr.com> <Vendor.Portal@ncr.com>
Log off of Vendor 1716/2025, 0:26:32 AM 1/16/2025, 926:32 AM
PO rtal VP Password Reset VP Password Reset
’ <Vendor.Portal@ncr.com>
1/16/2025, 9:26:31 AM
VP User Accepted To reset your Vendor Portal Password, please click on the link below:

Verify Link:http://b37rrenc 1277407 decalocal com/retalixhg/MainToginVerifyPassword aspx

<Vendor.Portal@ncr.com>
1/16/2025, 9:2210 AM Validation Code: c82ad357
VP User Registration
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N

Setting Up Vendor Portal User from External User Form

Step 19 - The
New User must

click on the link
provided with their
email.

Enter your Email
Address and the
Validation Code
provided in the
email.

Click on Verify

Password. Information

A Password Password Verification Successful
Verification
Successful
message will be
displayed.

Click Ok.

A password reset
form is displayed.
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Setting Up Vendor Portal User from External User Form

Authorized Negotiator - External User Option

Step 20 — The New
User resets the
Password based on
the criteria
provided.

Step 21 -

The Password
Verification
information box
appears

Click Ok

February 2025 -Version 1.0 Draft Version
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Reset Password

Password must meet
following criteria:

New Password:

Confirm Password:

Reset Password

Information

Password Verification Successful

|




Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

Step 22 — When

needed, the External User: trc97@maildrop.cc ¥ Edit(VendorOnly) < > X
Authorized Save | (@ Disable User o peceBUser 3¢ Reject User |
Negotiator can Email Addgass? trea7@maildrop.cc
add additional 7t Name: Test Last Name: Test
Vendor Numbers Cage Code: 24608
to the New
User’s profiles. Role: VPvendview
Ext User Type: Wendor
Click on the
Edit option on
main screen * |Vendor ID Vendor Name
Vendor option on
the rlght Side Of ADS0-01 |GENERAL MILLS INC - 20G5052
the form.
4 4pagel 1 lof 1 TotalFound: 1 bk
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r, Authorized Negotiator - External User Option

Setting Up Vendor Portal User from External User Form

External User Maintenance External User Vendors

Ste 23 - The EInew | oot | et @view
Authorized —— e

. . Log In Name. Email Address Role Ext User Type Email Verified Registration Status Reason Notification Sent Date. A \Vendor ID Vendor Name.
negotiator will be gl ‘
vorcasmasoss lwosomaidropee vevensview vens T [rosoon [
prompted to select
DDDDDDDDDDDDDD trcBS@maildrop. cc VPAuthNeg \Vendor Accept
and add an
- trc98@maildrop. cc VPAuthNeg 'Vendor In Progress 1/16/2025 9:14:04.
additional Vendor [ [vorreetrzseos Vordor =

to the New User.

Select from Vendor Master x
 FilterBy: ————n v | Apply || Clear|
Vendor Number Wendor Name
' |0241-01 TACO LOCO PRODUCTS INC - 18GB596
' |A050-01 GENERAL MILLS INC - 2065052
[4 4psge] 1 |or 1 TotslFound: 2 [
o Apsly | % Close |,
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Authorized Negotiator - External User Option

Select from Vendor Master

" Filter By:

Vendor Number Vendor Name

0241-01 TACO LOCO PRODUCTS INC - 18GB596

AQ50-01 GENERAL MILLS INC - 20G5052

Step 24 — Once the
process is complete
the New User will
have access to an
additional vendor.

@NCR Power Portal

R Welcome back, VDR-TESTT24608
Pleas Note. Vendor Selection
Authorize O upcean O vendor Item @ Select Vendor Select Vendor List

& Select Vendor

Negotiator can
add new vendor
numbers to the New
Users’ accounts 405001 GENERAL MILLS INC - 20G5052
they’ve established. M dPage 1 [of 1 ToualFound2 L
Requests to add

vendor numbers to

existing Users

accounts must still

be accomplished

using Vendor Portal

Worksheets.

Select Vendor

Vendor Number Vendor Name

0241-01 TACO LOCO PRODUCTS INC - 18G8596

February 2025 -Version 1.0 Draft Version



	Vendor Portal User Guide
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option
	Authorized Negotiator - External User Option

