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Suppliers may add users to their CSUBUY profile

Who can add users? * Theindividual who completed registration is considered the Profile Owner. The
Profile Owner is (initially) the only individual who can add users to the profile.

* The Profile Owner can opt to add users with various access levels up to and
including the same level of access as themselves (Manage All Portal Activities) which
would make the added user a Profile Administrator who can also
add/modify/remove users (including the Profile Owner!).

Common reasons for adding users: * Differentindividuals responsible for different tasks (i.e., W-9 maintenance vs.
invoicing)

* Backup coverage for PTO or potential future staffing changes

Things to consider: *  When adding new users, the Profile Owner should carefully consider what
information and functions the user should have access to. User roles and their
related permissions can be found on the following page.

* When users leave their position or leave your company, they will retain access to the
portal unless you inactivate their access.

Can CSUBUY Supplier Support add/remove/modify CSUBUY Supplier Support does not have access to user accounts. We can see the

users for me? names and emails addresses of added users, but we cannot view their assigned roles.
Any questions regarding user role assignments must be directed to the Profile Owner or
Jaggaer Supplier Support at 800-233-1121.




User Roles Permissions

Manage All Portal Activities Grants user full access to the CSUBUY supplier portal and all editable fields, including:
* Add/modify/remove users
* Update profile information including tax forms and banking information
* Manage contracts
* Createinvoices

Manage Bid Opportunities User can respond to CSU sourcing events and event-related questions.

Manage Company Profile Allows the user to update supplier profile information, including tax forms and banking information.

Manage Content/Pricing Used by Jaggaer catalog-enabled suppliers. Allows the user to update/add catalog items and pricing.

Manage Contracts Allows users to view and manage contracts CSU has shared in the portal.

Manage Orders/Invoices User can view and create Sales Invoices/Credit Memos, and review and close Sales Orders (Purchase
Orders).

Support Customer Questions User may edit their individual Jaggaer account profile information only; they do not have access to

edit The CSU's supplier profile. They are able to respond to questions from CSU regarding general
supplier profile information, Sales Orders (Purchase Orders), and Invoices.

View Reports Only User may edit their individual Jaggaer account profile information only; they do not have access to
edit The CSU's supplier profile. They can access supplier customer portal reports but has no edit or
creation permissions.
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Login to The CSU portal.

The California
State University

Welcome to The California State University’s (CSU) secure CSUBUY Supplier Portall

Use this portal to:

* CREATE an account after receiving an invitation from The CSU via noreply@jaggaer.com

© The account can only be created using the email address that received the invitation

© The invitation cannot be forwarded to a different email address

o [If the email address needs to be changed, please contact csubuy-suppliersupport@calstate edu with the
correct contact's name and email address

Enter the email address that you
use as the CSUBUY Profile Owner,
then click Next to enter your
password.

¢ | OGIN using your existing credentials

Bookmark this page and log back in at any time to maintain profile information, view purchase orders, create
invoices, and check payment status.

If you have forgotten your login credentials, reset your password or contact Jaggaer Suppert for assistance.

Enter your email to Login/Create Account English ¥

Next

Email



https://app01.jaggaer.com/apps/Router/SupplierLogin?CustOrg=CalStateUniv&tmstmp=1734721567747

From the CSU Customer Portal Home page:

"R ] * Click the user profile icon in the top right corner of the page

Home » Customer Portal Home

Welcome to the California State University's
Supplier Portall

All suppliers can view and access sourcing
events for all campuses including the
Chancellor's office.

Suppliers invited by the first wave Procure-to-
Pay (P2P) campuses can update and/or
maintain information, review purchase orders
and create or submit electronic invoices. The
first wave P2P Campuses include:

« Bakersfield

« Chico

« Chancellor's Office
« Fresno

« Humboldt

San Marcos
San Luis Obispo
Sonoma

Customer Contact

Name CcsuBuY

Email csubuy-
suppliersupport@calstate.edu

Quick Links to Common Tasks

Manage Registration Profile

Sourcing Events

Show [* Go to Public Opportunities

Opening or Closing Soon  w

No Results

No Results

Viiew All Events

Contracts

No Results

View All Contracts

Create Invoice / Credit Memo

Type @ Invoice () Credit Memo
Invoice MNo.

Invoice Date 08/01/2024

mm,/dd/yyvy

PO Number Optional PO Number

Currency US Dollar




The California
State University

Home » Customer Portal Home

Welcome to the California State University's
Supplier Portall

All suppliers can view and access sourcing
events for all campuses including the
Chancellor's office.

Suppliers invited by the first wave Procure-to-
Pay (P2P) campuses can update and/or
maintain information, review purchase orders
and create or submit electronic invoices. The
first wave P2P Campuses include:

Bakersfield

Chico

Chancellor's Office
Fresno

Humboldt

San Marcos

San Luis Obispo
Sonoma

Customer Contact ?

CsuBUY

csubuy-
suppliersupport@calstate.edu

Name
Email

Quick Links to Common Tasks

Manage Registration Profile

Sourcing Events

Show

No Results

No Results

Contracts

No Results

Create Invoice / Credit Memo

Type @ Invoice

Invoice No.

Invoice Date 08/01/2024
mm/dd/yyyy

PO Number

Currency US Dollar

Opening or Closing Soon  w

o~ a2

Kathryn Keely .

Return to JAGGAER Supplier Network

Logout

From the menu:

* Select Return to JAGGAER Supplier
Network.

This will bring you to the JAGGAER Supplier
Portal Home Page.

() Credit Memao

Opticnal PO Number




-
m The California State University c S U B U Y
0 O

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Adding New Users




After following the steps on slides 7-9, you should be on the JAGGAER Supplier Portal Home page
and can now proceed.

TOPICS

(click to jump)

For Profile Owner & Profile Administrators - Reviewing users

For Profile Owner & Profile Administrators - Adding users

For Profile Owner & Profile Administrators - Resending or Canceling Invitations for Pending Users

For the added user — Accepting the request




) IAGG\ === SUPPLIER NETWORK

Reviewing users

All = Search (Alt+Q) Q v |Lo A 2

&) assigned as Primary Contact
Primary Contact can be reassigned by selecting another user as the Primary Contact.

My Profile » User's Name, Phone Number, Email, etc
) )
e o S User's Name, Phone Number, Email, etc.
A
User Name
4L
‘0 First Name *
User Profile and Preferences

(@} User's Name, Phone Number, Email, etc. Last Name *

Language, Time Zone and Display Settings
|Il| Update Security Settings
| e . - Ta ol iTanl =111
User Roles and Access Phone Number *
x Ordering and Approval Settings
L®

Title

Administer Search for Users

Send Mew User Request

Administration

View Pending User Registrations
Manage Users ’

* Required

Vice President

ext,

International phone numbers must begin with +

Local

o

ternational phone numbers must begin with +

11 Change E-mail Address

To view all users and their roles, navigate
to:

* Administer

* Manage Users

* Searchfor Users

/ “Save Changes




Reviewing users

If you do not see the name of the person who should be a user, you may add them.

All users will be listed here along with their assigned roles, status, last login date, etc.

IAGGA — = SUPPLIER NETWORK Search (Alt+Q) Q

Administer » Manage Users » Search for Users

= User Search ¥ save As A pinFilters

Quick Filters My Searches Quick search Q  AddFilter +  Clear All Filters

‘ Name @ Phone Email ¥ Role Y Status
Email Preference W
Jack Almanac +1 967~ {mgmail.com Manage All Portal Activities m
Response to a Sourcing
Event-related question o o _ A
ceived Kathryn +1732+ Manage All Portal Activities | Active |
Upcoming launch of . , 1 . - -
Event Auction phase o Jackie b +1 302- :([@aol.com Manage Bid Opportunities Pending
Buyer Has Submitted An _ . o
. M + -]
cventRelated Question & argot 1302 enage 8 opporunies 2
Confirmation that the
. . Manage Contracts

Supplier Has Submitted o d

0o 1©® 4 2

G Create User Request

?
Last Login Date ¥

4/17/2025 1:53:03 PM

4/18/2025 8:02:59 AM

3/5/2025 8:22:22 AM




Reviewing Users

IAGGA =~ SUPPLIER NETWORK Al ~ Search (Alt+Q) a o 1O O
Administer » Manage Users » Search for Users » Margot McBride » User's Name, Phone Number, Email, etc
Margot = = User's Name, Phone Number, Email, etc. ?
UserName
First Name *

User Profile and Preferences
Language, Time Zone and Display Settings
Update Security Settings Title Coo

User Roles and Access < The blue Assign As Primary Contact button will be visible to:

Assigned Roles

Fulfillment Center Access

* the Profile Owner when they select another user’s profile from their search
results.

* any other profile user that has been assigned the role Manage All Portal
Activities (aka Profile Administrator) when viewing their own profile.

Customer Access
Ordering and Approval Settings
Permission Settings

Motification Preferences

User History

When a user is assigned as the Primary Contact, it will be their email address that
receives all profile correspondence from CSUBUY. -

Administrative Tasks




Adding users

JAGGA=R=SUPPLIER T~ ORK

Home » Supplier Portal Home

o JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closiny this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

JAGGAER Network ID [

Manage catalogs and price files for your JAGGAER customers
View Your Company's Network Profile
Manage Customer Registrations

[Seqd New User Registration Request ]

Create Invoice / Credit Memo ©®

£\ Mo customers have authorized invoice creation for this supplier.

Customer Portal Access

Customer Registration Status

The California State University In Progress

Sourcing Events

No Results

NGOA=R-

Find Invoice

Advanced Search

To check payment status of an invoice or send a message to a customer Tesagding an

invoice, please enter the invoice number then click the "Search” button.
Invoice Number(s)

Multiple values can be separated by a commal,).

Need Assistance?

Help
Did you know?

Customer Contac
. , of Contents
CSUBLY What the [H icon means?
. Whenever you see this icon
View AllRE on the page, specific training
is available for that section.
Click on the icon to learn
maore.

d Support

act

Don't show me this again

JAGGAER Support

still have questions?  Contact Us (&

View All Events

[ = TP BT L PR

Q

o @ Oy

All = Search (Alt+Q) Q

To add a new user to the profile:

1. Return to Jaggaer Supplier
Network Home

2. Click Send New User Registration
Request




Adding users

a INGGA == SUPPLIER NETWORK Al - Search (Alt+Q) Q < Iko .L_o j X

Administer » Manage Users ¢ Send Mew User Reguest

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

@ Sending a user registration request

i To send a registration request to a new user, please enter the user’s contact information. Select the role that you would like the user to be assigned. An email will be sent to the email address below with
‘ T instructions on how to register. Pending registrations can be viewed on the regisirations page.

User Identification ?

First Name *

x Last Name *

Title

* Enterthe required information (marked with an *) in the User Identification Fields:
* First Name
* LastName
* Title
BT pHonE RTINS M hegin wilh + *  Phone Number
E-mail Address * ® Email Address

[~
(ol )
role hd * Assign arole forthe new user from the pull-down menu. See next page for a
/7

detailed description of the roles and permissions. [ ]

Phone Number * ext.
Q Intemational phone numbers must begin with +

Mobile Phone Number

Manage All Portal Activities
* Required Manage Bid Opportunities
Manage Company Profile
—_— Manage Content / Pricing
Manage Contracts

Manage Orders / Invoices
Support Customer Questions

\ View Reports Only /

Send User Request

* Selectthe Send User Request button




Adding users

The table below describes the permissions associated with each role.

User Roles Permissions

Manage All Portal Activities

Manage Bid Opportunities

Manage Company Profile

Manage Content/Pricing
Manage Contracts

Manage Orders/Invoices

Support Customer Questions

View Reports Only

Grants user full access to the CSUBUY supplier portal and all editable fields, including:
* Add/modify/remove users

* Update profile information including tax forms and banking information

* Manage contracts

* Createinvoices

User can respond to CSU sourcing events and event-related questions.

Allows the user to update supplier profile information, including tax forms and banking information.

Used by Jaggaer catalog-enabled suppliers. Allows the user to update/add catalog items and pricing.
Allows users to view and manage contracts CSU has shared in the portal.

User can view and create Sales Invoices/Credit Memos, and review and close Sales Orders (Purchase
Orders).

User may edit their individual Jaggaer account profile information only; they do not have access to
edit The CSU's supplier profile. They are able to respond to questions from CSU regarding general
supplier profile information, Sales Orders (Purchase Orders), and Invoices.

User may edit their individual Jaggaer account profile information only; they do not have access to
edit The CSU's supplier profile. They can access supplier customer portal reports but has no edit or
creation permissions.



Resending or Cancelling Invitations for Pending Users

IAG, A\ ——=SUPPLIER NETWORK All =
My Profile » Users Name, Phone Number, Email, etc

. g e W a—

User Name

User Profile and Preferences

User's Name, Phone Number, Email, etc. Last Name *

Language, Time Zone and Display Settings

Update Security Settings
User Roles and Access

Ordering and Approval Set

Administer
Administration

Manage Users

tir

g s

=1

User's Name, Phone Number, Email, etc.

&) Assigned as Primary Contact
Primary Contact can be reassigned by selecting another user

First Name *

Search (Alt+Q) Q AV ||Lol A 2

as the Primary Contact.

Title Vice President

Phone Mumber * ext.

International phone numbers must begin with +

To review all users, navigate to:

* Administer

* Manage Users

* View Pending User Registrations

Search for Users ternational phone nupkers must begin with +

Send New User Regquest

1 (Change E-mail Address
View Pending User Registrations
Local

* Required

/“Save Changes




Resending or Cancelling Invitations for Pending Users

LA S 5.5 =5 SLIPPLIER NETWORNK Al Search (Alts0) qQ v Ilﬂ P].

[‘u’iaw Pending User Registrations ]

Create User Reguest :tﬂ[li'll'li -

Hame = FPhane Email = Role
+1 302- Dol com Manage Bid Opportunities
+1 302 Manage Company Profile

Once the User Request has been sent, the View Pending User
Registrations screen will display the names of pending users.

* Checkthe box next to the invited user’s name, and click the
Actions menu to resend or reject the new user request




For the added user: Accepting the request

The new user will receive an
email from the JAGGAER
Supplier Network prompting
them to click the Register
Now link that will direct them
to Jaggaer.

Register as a Kathryn's Custom Closets Inc User

Dear Margot

kathryn's Custom Closets Inc has invited you fo become a user for their JAGGAER Supplier Metwork account. As
a member of the JAGGAER Supplier Metwork, Kathryn's Custom Closets Inc serves JAGGAER customers with
sourcing and procurement needs through an online supplier portal. As a portal user, you can help manage their
information.

Becoming a user is easy and it only takes a few minutes to register. By selecting the "Register Mow" button below,
you will be routed to a secure website to create a password and enter some basic information about yourself.

Ready to get started?

kathryn's Custom Closets Inc

s this email difficult to read 7 You may choose to receive plain text emails instead by logging into your organization’s site and updating your prefermed

ail format on the user identification tab under Liser Settings in your profile



For the added user: Accepting the request

The new user must complete the required fields
(marked with an *) on the New User Registration
page, then click Create Account.

INGGCA=R-

Supplier Metwork
Mew User Registration Registration Tulorial Engiish ™

Welcome, You have been invited to help manage a suppliers data. Please fill
out the fields below to register a new user in the JAGGAER Supplier Portal.

Your Contact Info

ext.

EDT/EST = Eastesn Standand Time (US/Eastenm)

w

Your Login

ICDDAIMT o OnedDedl, Ji0a @

Srcount, pleate prosie the cetads beloswy

ext.

EDT/EST « Eastem Standard Teme (US/ Eaiten)

&
Your Login
¥au Big rithg B MGHACE Ong Logeh sdicudt Onde thi sodcudt ol dribind, yau
sk this to sccess ol WG Esplecations us g The SEme [reden s Ty afrescky hawe &n
Sourt pledie pronde the St Belew
L

1 1 aen s user in néed of accessibidity Biintanie

e able to
slready hine b

wall B A B




For the added user: Accepting the request

JAGG A== SUPPLIER NETWORK Al - Search [Al+)

il b Linsen Mierg # bagmber Erogd e

) JACGAER revised its Service Privacy Pelicy effective May 25, 2018, By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service Privacy Policy.

Margot User's Name, Phone Number, Email, ete.

ser Name First Name * Margo The user profile will be pre-populated
- — | with the name and contact information
= for the new user.
oo [ * Review/edit for accuracy, then click
ol Address * ——— Save Changes
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After following the steps on slides 7-9, you should be on the JAGGAER Supplier Portal Home page
and can now proceed.

TOPICS

(click to jump)

For Profile Owner & Profile Administrators - Reviewing users

For Profile Owner & Profile Administrators - Modifying user access/role

For Profile Owner & Profile Administrators - Removing users




) IAGG\ === SUPPLIER NETWORK

Reviewing users

All = Search (Alt+Q) Q v |Lo A 2

&) assigned as Primary Contact
Primary Contact can be reassigned by selecting another user as the Primary Contact.

My Profile » User's Name, Phone Number, Email, etc
) )
e o S User's Name, Phone Number, Email, etc.
A
User Name
4L
‘0 First Name *
User Profile and Preferences

(@} User's Name, Phone Number, Email, etc. Last Name *

Language, Time Zone and Display Settings
|Il| Update Security Settings
| e . - Ta ol iTanl =111
User Roles and Access Phone Number *
x Ordering and Approval Settings
L®

Title

Administer Search for Users

Send Mew User Request

Administration

View Pending User Registrations
Manage Users ’

* Required

Vice President

ext,

International phone numbers must begin with +

Local

o

ternational phone numbers must begin with +

11 Change E-mail Address

To view all users and their roles, navigate
to:

* Administer

* Manage Users

* Searchfor Users

/ “Save Changes




Reviewing users

All users will be listed here along with their assigned roles, status, last login date, etc.
You can review this list to determine if you need to modify a user’s access or remove them from the supplier profile.

IG5\ === SUPPLIER NETWORK Search (Alt+Q) Q Q |.ﬂ 4 1

Administer » Manage Users » Search for Users

= User Search M save As A PinFilters = ( Create User Request
Quick Filters My Searches Quick search Q  AddFilter +  Clear All Filters ?
‘ Name @ Phone Email ¥ Role Y Status Last Login Date ¥
Email Preference V
Jack Almanac +1 967- {mgmail.com Manage All Portal Activities m 4/17/2025 1:53:03 PM
Response to a Sourcing
Event-related i -
oy AHEsen o Kathryn +1732- Manage All Portal Activities = 4/18/2025 8:02:59 AM
Upcoming launch of ' g . . o -
Event Auction phase o Jackie b +1 302- :([@aol.com Manage Bid Opportunities Pending
Buyer Has Submitted An g ; e .
EvertReluted Question. € Margot +1302- Manage Bid Opportunities | Active | 3/5/2025 8:22:22 AM
Manage Company Profile
Confirmation that the
M Contract
Supplier Has Submitted o anage Lontracts




Modifying user access/role

A JAGG A == SUPPLIER NETWORK All = Search (Alt+Q) Q o @ 4 2
My Profile » User's Name, Phone Number, Email, etc

L .

User Name

User Profile and Preferences

User's Name, Phone Number, Email, etc. ?

&) assigned as Primary Contact
Primary Contact can be reassigned by selecting another user as the Primary Contact.

First Name *

o=} User's Name, Phone Number, Email, etc. Last Name *

Language, Time Zone and Display Settings
JIIL Update Security Settings e Vice President K K
liser fiolesand Access To review all users, navigate to:
User Roles and Access Phane Nurmber * s . Administer
x Ordering and Approval Settings International phone numbers must begin with + . Manage Users
 Searchfor Users

Administer

Administration

Manage Users

Search for Users ternational phone numbers must begin with +

Send New User Reguest

4 Change E-mail Address
View Pending User Reqgistrations

¥
Local

* Required ' “Save Changes




Modifying user access/role

Search the Individual’s
name or select it from list

IAGGA =5 SUPPLIER NETWORK below Al » Search (Alt+Q) a 9O 4 2
Administer » Manage Users » Search for Users

= User Search Misaveas ¥  ApinFilters ¥ [ create User Request

Quick Filters My Searches Quick search Add Filter ~  Clear All Filters ?

MName € Role Last Login Date ¥
Email Preference

Jack Almanac [(@gmail.com Manage All Portal Activities 4/17/2025 1:53:03 PM
Response to a Sourcing

Event-related question .
received h Kathryn Manage All Portal Activities 4/18/2025 8:02:59 AM

Upcoming launch of . ) -
Event Auction phase Jackie | Manage Bid Opportunities

Buyer Has Submitted An - —
) Margaot Manage Bid Opportunities 3/5/2025 B22:22 AM
Event-Related Question rg g PP ! /54

Manage Company Profile

Confirmation that the Manage Contracts
Supplier Has Submitted

Current role(s) for
the individual




Modifying user access/role

INGGA =R SUPPLIER NETWORK All = Search (Alt+Q) a o 1O O

Administer » Manage Users » Search for Users » Margot McBride » User's Name, Phone Number, Email, etc

Margot = User's Name, Phone Number, Email, etc.

User Name Assign As Primary Contact

e Profi pret First Mame *
Jser Frohile and Freferences 5
noxt cloklser
User's Name, Phone Number, Email, etc. *
: ———— HastName Roles and Access
Language, Time Zone and Display Settings
from the left-hand
menu, then
3 -
Phone Number - Assigned Roles.

International phone numbers must begin with +

Update Security Settings Title

User Roles and Access

Assigned Roles

Fulfillment Center Access
Mobile Phone Mumber
Customer Access

International phone numbers must begin with +

Ordering and Approval Settings

E-mail Address * Change E-mail Address

Permission Settings
Motification Preferences .

Authentication Method
User History

Administrative Tasks




Modifying user access/role

The table below describes the permissions associated with each role.

User Roles Permissions

Manage All Portal Activities

Manage Bid Opportunities

Manage Company Profile

Manage Content/Pricing
Manage Contracts

Manage Orders/Invoices

Support Customer Questions

View Reports Only

Grants user full access to the CSUBUY supplier portal and all editable fields, including:
* Add/modify/remove users

* Update profile information including tax forms and banking information

* Manage contracts

* Createinvoices

User can respond to CSU sourcing events and event-related questions.

Allows the user to update supplier profile information, including tax forms and banking information.

Used by Jaggaer catalog-enabled suppliers. Allows the user to update/add catalog items and pricing.
Allows users to view and manage contracts CSU has shared in the portal.

User can view and create Sales Invoices/Credit Memos, and review and close Sales Orders (Purchase
Orders).

User may edit their individual Jaggaer account profile information only; they do not have access to
edit The CSU's supplier profile. They are able to respond to questions from CSU regarding general
supplier profile information, Sales Orders (Purchase Orders), and Invoices.

User may edit their individual Jaggaer account profile information only; they do not have access to
edit The CSU's supplier profile. They can access supplier customer portal reports but has no edit or
creation permissions.



Modifying user access/role

Select arole from the Available Roles or Assignhed Roles column, then use the arrows in
the center column to assign or unassign the role, respectively. Click Save Changes to
update the user’s permissions.

JIAGLG\ == SUPPLIER NETWORK All » Search (Alt+Q) Q AV |'Lo 4.01

Administer » Manage Users » Search for Users » Margot McBride »  Assigned Raoles
Margot = = Assigned Roles

User Name Available Roles - Assigned Roles

Manage All Portal Activities Manage Bid Opportunities
User Profile and Preferences Manage Content / Pricing Manage Company Profile
Update Security Settings Support Customer Questions Manage Contracts
’ : View Reports Only Manage Orders / Invoices

User Roles and Access

Assigned Roles

Fulfillment Center Access

Customer Access
Ordering and Approval Settings
=

Permission Settings

Motification Preferences
Save Changes
User History

Administrative Tasks




IAGGA == SUPPLIER NETWORK

Administer » Manage Users » Search for Users

= User Search

Quick Filters Quick search

My Searches

~

Email Preference Garry

Response to a Sourcing
Event-related question
received

Buyer Has Submitted An
Event-Related Question

Confirmation that the
Supplier Has Submitted
A Bid

kathryn

Upcoming launch of Jackie

Event Auction phase

Supplier Registration
Returned

Margot
¥ See More

53 Show More

Permission
Gregory

Modifying user access/role

updated role(s).

When you return to the User
Search screen, you will see the

Q. AddFiNer =

Clear All Filters

Al =

H SaveAs ¥

Manage All Portal Activities
Manage Bid Opportunities

Manage Company Profile

mre

Manage Company Profile
Manage Contracts

Manage All Portal Activities

A pin Filters

Manage Orders / Invoices

Manage Bid Opportunities

Additional Roles

tunities
Profile

g

Manage Bid Opportunities

Search (Alt+Q)

Q

-

v 1O D

G Create User Request

4/23/2025 1:47:.03 PM

4/23/2025 2:59:22 PM

42472025 54415 AM

4/23/2025 12:20:33 PM

4/23/2025 40841 PM




Removing users

IAGG, A\ — == SUPPLIER NETWORK All =
My Profile » Users Name, Phone Number, Email, etc
[P — User's Name, Phone Number, Email, etc.
User Name &) Assigned as Primary Contact

Primary Contact can be reassigned by selecting another user as the Primary Contact.

First Name *

User's Name, Phone Number, Email, etc. Last Name *

Language, Time Zone and Display Settings

; ; Title . E
Update Security Settings Vice President
User Roles and Access Phone Mumber * mt
Ordering and Approval Settings International phone numbers must begin it

armission S

Administer Search for Users ternational phone numbers must begin with +

Send New User Request

Administration U Change E-mail Address

View Pending User Registrations

Manage Users b

Local ~

* Required

Search (Alt+Q) Q v |Lol A 2

The Profile Owner or Profile
Administrator can completely remove a
user’s access to the supplier portal by
inactivating their profile.

* Locate the userin the Jaggaer
Supplier Network by navigating to the
Administer module, Manage Users,
and select Search for Users.

/“Save Changes




Removing users

Enter the individual’s name in the search field at the top of
the page or select their name from the list.

IAGGA ——=SUPPLIER NETWORK All » Search (Alt+Q) Q [v] |no 4 2

Administer » Manage Users » Search for Users

= User Search Bl savers - X PinFilters * Gi Create User Request
\ 4
Quick Filters My Searches Quick search / Q, | Add Filter =  Clear All Filters ?
) Name @ Phone Email * Role Status Last Login Date ~
Email Preference V
Jack Almanac +1 967- {mgmail.com Manage All Portal Activities m 4/17/2025 1:53:03 PM
Response to a Sourcing
Event-related question I
oo o Kathryn +1732+ Manage All Portal Activities [ Active | 4/18/2025 8:02:59 AM
Upcoming launch of ' g . . o -
Event Auction phase o Jackie b +1 302~ @aol.com Manage Bid Opportunities
Buyer Has Submitted An + g ; e .
Event-Related Question. € Margot 1302- m:::i EI: mopp;o;x::: 2= 3/5/2025 8:22:22 AM
Confirmation that the
Manage Contracts
Supplier Has Submitted o 8




IAGG A == SUPPLIER NETWORK

Removing users

All =

Administer » Manage Users » Search for Users » Jack Almanac » Users Name, Phone Number, Email, etc.

Jack Almanac

User Mame {@gmail.com

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings

Update Security Settings

User Roles and Access
Ordering and Approval Settings
Permission Settings
MNotification Preferences

User History

Administrative Tasks
Export User Information

Inactivate User

User's Name, Phone Number, Email, etc.

First Mame *

Last Name *

Title

Phone Mumber *

Mobile Phone Number

E-mail Address *

Authentication Method

Assign As Primary Contact

Jack
Almanac
CFO

ext.

International phone numbers must begin with +

International phor ers must begin with +

@wgmail.com | Change E-mail Address

Local

Search (Alt+Q) Q < i"o 4 2

On the user’s profile,
navigate to Administrative
Tasks, then Inactivate
User.




Removing users

IAGGA = SUPPLIER NETWORK

Administer » Manage Users » Search for Users » Jack Almanac » User's Name, Phone Number, Email, etc

Jack Almanac User's Name, Phone Number, Email, etc.
User Name (@gmail.com First Name * Jack

User Status Inactive

Almanac

User Profile and Preferences Title
User's Name, Phone Number, Email, etc.
Phone Number * ext.

Language, Time Zone and Display Settings
) International phone numbers must begin with +
User Roles and Access

Ordering and Approval Settings Mobile Phone Number

Permission Settings Imernational phone numbers m T with +

Notification Preferences E-mail Address *

User History

Administrative Tasks

Export User IHW

Activate User

% Required

@gmail.com -]

All =

0o 1©@ 4 2

Search (Alt+0) Q

The user’s record is now
inactive. You may reactivate
their access at any time by
following these same steps and
instead choosing Activate User.

Save Changes
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Login issues, technical problems: JAGGAER support

Assistance with registration related issues: csubuy-suppliersupport@calstate.edu

Reset your password

The CSU Supplier Portal



https://solutions.sciquest.com/apps/Router/SupplierPasswordReset?CustOrg=CalStateUniv&GSPSupplier_PasswordReset
mailto:csubuy-suppliersupport@calstate.edu
mailto:csubuy-suppliersupport@calstate.edu
https://app01.jaggaer.com/apps/Router/SupplierLogin?CustOrg=CalStateUniv&tmstmp=1734721567747
https://solutions.sciquest.com/apps/Router/SupplierPasswordReset?CustOrg=CalStateUniv&GSPSupplier_PasswordReset
https://app01.jaggaer.com/apps/Router/SupplierLogin?CustOrg=CalStateUniv&tmstmp=1734721567747
https://jaggaer.my.site.com/SupplierSupportRequest/s/
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