1.

How to add a User to your Vendor Self Service (VSS) record

2. Gotothe Userstab

Summary | Businessinfo |  Addresses & Contacts

Account Users

Commodities

Login to your account (only the Primary Account Administrator can add a new user)

Business Types

Listed in the grid are all the users for your V53 account. You may add account users by selecting the "Add’ button. You may view or modify existing users by selecting the View/Modify link nextto the
correspanding record. You may delete users by selecting the ‘Delete’ link next to the corresponding record.

UserID FirstName LastName Access Lewvel

Account Status

dorothy  Dorothy Red Account Administrator - Adtive

G

3. Click on Add

4. Complete the information on the Add Account Users page

= User Information

*User ID (case sensitive) : |scarecrow

* {User ID should be between 2 and 16 characters in length )

*Email : [shelby.luby@ky.gov
*Re-enter Email : | shelby.luby@ky.gov

ViewModify Delete

"Phone: [55-555-5555

|E>€t.:|

0000
Fax Number :

Primary Account Administrator :

Locked :

v Password
[Passwords should be between 2 and 16 characters in

length )
*

“Re-enter Password ;| eesssss

= Email Notifications
Registration :
Account Maintenance :

Recent Financial Transactions : [

= Security Questions and Answers

|

*Security Question : | Whatis your favorite color?

*Retype Security Answer: | ssssssssss

* Indicates a required field

Add

Hext | Cancel



5. Click Next to select their Access Levels

6.

Access Levels

Select one Primary Access Level and any Opfional Aucess Levels.

User D : scarecrow
First Name : Scarecrow
Last Name : Sfraw

Primary Access Level
Select ona primary accass vl to be sssigned to the usar

Access Level Deseription
Account Adminisirator users have the ability to add sccount users, and assign access |evels to each user, They may also update the Account Infarmation and User's information. They will alsa have the ability to view financial ransactions pertsining o the acoount.

Account Administrator users will elso be capable of updating their own profile information.

Full Acoess users may only update the acoount Information ather than User Information. They will also have the ability to view financial hrensactions peraining to the account. Full Access users will anly have the sbility to update their own profile information.

(") Acoount Adminisfator

W Fullhoees

t:) Display Only Display Only users will bz eble to view the Account Information other than User Information. They will also have the sbility to view financiel transactions perteining to the account, Display only users will only have the ability to updete their own profile information.

Optional Access Levels
Select 2ny optional acoess levels o be mads avalable to the user

Access Level Description

Create Invoice This optional leve allows a User to create an invoice. All Users can view invaice information but a User must have this access level to creste an invoice.

All Users can view solicitstions but & User must have this socess 2vel to oeate a response

Create Solicitation Response  This aptionel level allows a User to respond to

Query Tax [nfarmation Query Text [nformaticn will allow & user to view t2x informatian for their sccount

Back | Cancel

Click Save which will then allow you to Verify that the User has been added

Listed in the grid are all the users for your V33 account. You may add account users by selecting the "Add’ button. You may view or modify existing users by selecting the View/Modify link next to the
corresponding record. You may delete users by selecting the ‘Delete’ link next to the correspaonding record.

UserlD  FirstMame LastName Access Level Account Status
dorothy  Dorathy Red Account Administrator - Active ViewNodify Delete
scarecrow  Scareciow Straw Full Access Active ViewNModify Delete
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