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Step 1 – The 
Authorized 
Negotiator starts 
the process by 
Signing In as the 
Authorized 
Negotiator
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Setting Up Vendor Portal User from External User Form 

February 2025 -Version 1.0  Draft Version 

Step 2 – The 
Authorized 
Negotiator selects 
the Vendor 
Number to be 
assigned to the 
New User. 

If only Vendor 
Number is 
attached to Auth 
Negotiator’s 
account, then 
screen will default 
to Cost Book.
.  
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Step 3 –
Navigate to the 
External Users 
Vendor form 
and select 
“New”
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Step 4 – The 
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.
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Step 5 –

Key in New 
User’s First 
Name, Last 
Name, and 
CAGE Code.
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Step 6 –
In the field next to 
the word “Role”, 
click on the 
magnifying glass 
icon.

Select VPAuthNeg

Click Apply.

Click Away.

Step 7 -
Click Save.
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Setting Up Vendor Portal User from External User Form 
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Step 8 – When 
complete – the 
Inserted 
Successfully 
message is 
displayed.  

Select OK to 
close
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Setting Up Vendor Portal User from External User Form 
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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
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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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Setting Up Vendor Portal User from External User Form 
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Step 14 – After selecting the Accept 
User button, the User Approved 
Successfully message is displayed.  

Select OK to close

Step 12 -
Authorized 
Negotiator signs into 
Vendor Portal.

Navigate to External 
Users Table.  
Double click on New 
User’s record to 
open External User 
box.

Assign Vendor 
Number by clicking 
on carrot button 
next to “Vendor ID”.  
Add vendor number 
in blank field.

Click away into a 
neutral spot.  

Click on plus           
sign (+) to add.

Step 13 -
Select Accept User button
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Setting Up Vendor Portal User from External User Form 
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Step 16 -
Look for the Information box with 
Saved successfully notification.

Click Ok

Step 15 -
Navigate to the 
Role field.

Click on the 
magnifying 
glass and 
update the role.

Click away to a 
neutral spot 
when field 
populates.

Click Save.

Step 17 – Auth Negotiator should close External User box.  Take note that the Registration 
Status has changed to “Accept” on the External Users screen.
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Setting Up Vendor Portal User from External User Form 
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Step 18 – The 
completion of Step 
17 will trigger 
Vendor Portal 
send (2) additional 
emails to the New 
User.  

Auth Negotiator 
should close 
External User 
Box.

Log off of Vendor 
Portal,

.

(1) Email to New User with New Username 

(2) Email to new User with Password Reset Link
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Setting Up Vendor Portal User from External User Form 
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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.

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

Step 21 -

The Password 
Verification 
information box 
appears

Click Ok
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Setting Up Vendor Portal User from External User Form 

Step 22 – When
needed, the 
Authorized 
Negotiator can 
add additional 
Vendor Numbers 
to the New 
User’s profiles.

Click on the 
Edit option on 
main screen 
Vendor option on 
the right side of 
the form.  
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Setting Up Vendor Portal User from External User Form 

Step 23 – The 
Authorized 
negotiator will be 
prompted to select 
and add an 
additional Vendor 
to the New User. 
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Setting Up Vendor Portal User from External User Form 

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

Please Note:
Authorized 
Negotiator can only 
add new vendor 
numbers to the New 
Users’ accounts 
they’ve established.
Requests to add 
vendor numbers to 
existing Users 
accounts must still 
be accomplished 
using Vendor Portal 
Worksheets.
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