[bookmark: _GoBack]Create Additional Users 

1. Log into the vendor portal with your ID (11 digit vendor number that begins with a “V”) and your personal password.

1. Click on Create Additional Users under Detailed Navigation on the left and the following screen will appear. 
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1. Read the above click the yes box.   NOTE:  Do not click save  at this time.  Once the entire page is completed, then you will be directed to scroll back up and click the save button at that time.















1. Complete the general user information, contact information and settings.  All fields with an asterisk (*) are required. 
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The fields should be filled out as follows: 
· User Name: This field will not allow you to make any changes.  It defaults to your name (ID) with a different suffix 
· Password: Create a unique password for the additional user and make a note of it 
· Must have at least 8 characters
· Must have at least 1 numeric character (0-9)
· Must have a least 1 alpha character, upper or lower case (A-Z or a-z) 
· Confirm Password:  Re-enter the password for confirmation
· Title:  Select from the drop down 
· First Name: First name of the additional user
· Last Name: Last name of the additional user
· Email Address: Email address of the additional user
· Country: Select from drop down 
· Language: Language of the additional user 
· Company: This field will not allow you to make any changes
· Telephone: telephone number of the additional user
· Fax: Fax number of the additional user
· Position: Additional user’s position with the company 
· Department: Additional user’s department with the company 
· Date Format: Use the drop down to select the preferred date format for the additional user
· Decimal Format: Keep as the default setting
· Time Zone: Use the drop down to select the appropriate time zone for the additional user
· Signature Authority: Check the box if the additional user has signature authority

Scroll to the top and click Save. (Not shown on screenshot, but will be available) 

1. Review the added user.  If you wish to edit, click change at the top of the screen, make the modifications, and then click save.  To delete an additional user, go to the Manage User Data on the left navigation area.  See help script on Manage User Data.

NOTE:  It is your responsibility to notify the additional user of their user name (11 digit vendor ID that begins with a “V”) and the temporary password that you created for them. You and your additional user(s) will receive an email notification of solicitations that are posted to LaPAC in your chosen product categories.
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nformation provided through the LaGov Suppler Portal will be used inthe purchasing and accounting activies of the Stte of Louisiana and vl notbe.

imited n 5 use to one State agency.Information wilbe etained and made avaiable in accordance wih existing Louisiana polcy and laws, ncluding the
Publc Records Chapter, R S 44:1 et seq.

NOTE: I your email address s not correct, you will ot eceive notifcations. It is your responsibilty o keep al information current.

Aitenton: R . 391594(c)(4) requires evidence of authoriy o sign and submit ids o the state o Louisiana. You mustindicate which of the folowing
‘apply tothe signer o bids.

‘You will be required to circle one of the following on any bids subitted:
1. The signer ofthe bd s ether a corporate oficer who s lsted on the most current annua reporton fl with the Secretary of State or a member of
pattnershipor partnership n commendar as refected n the mosL current partnership records o fle wit the Secretary of State. A copy of the
‘annual reportor partnership record must be submited o this offce before conlract award.

2. The signer of the bid i a representative of the bidder authorized 1o submit this bid as evidenced by documents such as, corporate resolution,
certfcation as o corporate prncipal,etc. 1 this appies a copy of the resoluton, certfcation, o other supportive documents must be attached
herelo,

3. The bidder has fled withthe Secretary of State an affidav o resoluton or ther acknowledged/authentic document ndicatig tha the sgner is
‘authorized o submi bids for public contracts. A copy o the applicable document must be submited o thi offce before coniract award.

4. The signer of the bid has been designated by the bidder as authorized fo submit bids on the bidder's vendor regisration on fle with ths offce.

Vendor agrees that t s responsible for maintaiing s vendor record and keeping  current. Any change n persons having signature autharty must be.
promply refected in the vendors fle.

1¥es, 1 have read the above Notice and accept the terms.




image2.png
Create Additional Users B
General User Information ]

Detailed Navigation

Create Additional Users
Manage User Data
Manage Own Data
Manage Company Data
Manage Product Categories
Create Remitto

dor Admin Help

“User Name
*Password

*Confirm Password

“Tite
“First Name
“Last Name

*E-Mail Address

Country
Language

*Company

V31004025204

[Seect™]

[UsA 5]
[Er—
e SO o0725]

Telephone
Fax
Position

Department

Date Format
Decimal Format
Time Zone

Signature Authorty

DY 5]
12345 667 90 -]
(Certral Trme (Daas) E

(Please check, f approprite.)

Contact Information ]




