SRP-MIC Vendor Portal

The SRP-MIC vendor portal allows vendors to register their account, reset forgotten passwords, and
login to access the application features.
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Vendor Portal

Welcome
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Create an Account (Register)
Click the “Create an Account” link.
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€ >cole 900 SQE 0 g

Vendor Portal

Enter a valid e-mail address to receive the registration request and click the “Request Account
Registration” button. A link will be sent with a unique code for that registration that expires in 24 hours.
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Vendor Portal

Registraion Request Submitted




E-Mail Address Already Registered
If an e-mail address is entered that has already registered, an e-mail will be sent to that address
notifying the user that a request was made and instructing them on next steps.

H © L Registration Request - Message (HTML)

File Message Q Tell me what you want te

do-not-reply@srpmic-nsn.gov
Registration Request

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser.

Dear customer,

A reguest was made to register this e-mail with the Salt River Pima-Maricopa Indian Community (SRP-MIC) Vendor Portal, but it
was already registered. If you know your Username and Password, login to the portal to access its features. If you do not
remember your password, you can request a password reset,

If you requested your account within the past few business days, it may not be ready for use. You may contact vin@srpmic-
nsn.gov to check the status of your account.

If you did not request an account for our Vendor Portal, please contact vm@srpmic-nsn.gov to have the account disabled.

Thank you,

Vendor Maintenance

Salt River Pima-Maricopa Indian Community
vm@srpmic-nsn.gov

(480) 3623000

[v]




New E-mail Address Registration
If the e-mail address has not previously been registered, an e-mail will be sent to that address with a link
to continue the registration process.

H® O 4 = Registration Request - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want te do...

Mon 12/9/2019 3:02 PM
do-not-reply@srpmic-nsn.gov
Registration Request

To

6 If there are problems with how this message is displayed, click here to view it in a web browser.

Hello,

A request was made to register this e-mail with the Salt River Pima-Maricopa Indian Community (SRP-MIC) Vendor Portal. Follow the link below (or copy
and paste the URL into the address field of your browser) to complete the registration process.

You will step through the following tasks:

e Create a user name and provide your full name and optional nickname
s  Create a strong password

If your business is not already registered with SRP-MIC, you will also be required to:

s Enter your business details including name, address, and tax identification number
+ Upload a copy of your W-9 form
s Upload a copy of our ACH form (if you would like electronic payments)

Once complete, your registration will be reviewed for approval. You will be notified via e-mail if any further details are needed and when the review is
complete.

Your unique registration link (expires in 24 hours): http://vendorportal.srpmic-
nsn.gov/security/register/c8b9bed7f2dbf04f0e10fe7682c00113 7427226921 c6af4e6855b80daa052cae

Thank you,

Vendor Maintenance

Salt River Pima-Maricopa Indian Community
vm@srpmic-nsn.gov

(480) 362-000

Following the unique registration link will land the person on a page with further instructions
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Vendor Portal

Continue Your Registration

Continue Registration

Click the “Continue Registration” button.

@ Registration | User | SRP-MIC Ve % =
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Vendor Portal

Registration | Account

o
]

Enter a unique username, your first and last name, an optional nickname, and a secure unique password
for this website. Any warnings will be displayed on this screen and will require the user to correct them
before proceeding to the “Next Step.”



@ Registration | User | SRP-MICVe: X + = x
< C Y G Search Google or type a URL v o9 5 @@ o -
Registration | Account
sername XV\]
(/ lame X-\]I (/- st Name X-\]
Field cannot be empty ] Field cannot be empty )
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You will be warned if a username is invalid or if the password and repeated password do not match.
Username must not already exist, must be no longer than 20 characters, and may not include spaces or

special characters.
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Vendor Portal

Registration | Account

You will be warned if your password does not pass the strength requirements, and those requirements
will be shown on the screen. They are:

o Atleast 12 characters in length and include at least 1 each of the following
o Upper case letter
o Lower case letter
o Number/digit
o Special character (e.g. |@:#,5.%"&;*~)
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Vendor POI’tal Registration | Account
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Click the “Next Step” button, and if everything passes the requirements, you will continue.

@ Registration | Business Detail | ST % =4
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Vendor Portal Registration | Business Detail

test-uat

Select Tax Identification Number (TIN) Type

es N

Enter the name of the business or “doing business as” if it is different than the business’ legal name.
Enter the legal name from the W-9 unless it is the same as the DBA. Choose the tax identification
number (TIN) type that will be provided and enter the TIN. Finally, indicate whether this business is
already registered with SRP-MIC as a supplier. Most businesses that register will do so for the first time.




Any warnings will be displayed on this screen and will require the user to correct them before
proceeding to the “Next Step.”
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Vendor Portal Registration | Business Detail
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Next Step

Business name, tax identification type, and a tax identification number must be provided.
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@ Registration | Business Detail | SF X +
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Vendor Portal Registration | Business Detail

test-uat
My Test Business
The Test Business Company Inc

Employer Identification Number

123456789

Is this business a

Click the “Next Step” button, and if everything passes the requirements, you will continue.
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Vendor Portal

Registration | Business Detail

Select Business Type

Medical Services @® Neithe

Choose the type of business. Depending on the type chosen, you may need to choose whether that
business provides attorney or medical services. The default is neither. Not every business type will allow
selection of attorney or medical services.

@ Registration | Business Detail | 57 X+
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Vendor Portal

Registration | Business Detail

Select Business Type Xr

Business type must be provided.
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Vendor Portal

Registration | Business Detail

Corporation

es @ Neithe

Next Step

You can click the “Previous” button to return to the business name screen, or click the “Next Step”
button to proceed with the registration.

@ Registration | Address | SRP-MIC X +
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Vendor Portal

Registration | Addresses
You must provide the following addresses, You may use the same address
for all types or define separate addresses for each in subsequent steps,

Physical W-9 Rerr

Ordering

United States

You must provide a physical address at a minimum. You have the option to provide additional addresses
for ordering, remittance, or from your W-9. The do not need to be added if they are the same as the
physical address.



@ Registration | Address | SRP-MIC X +
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Vendor Portal Registration | Addresses

You must provide the following addresses. You may use the same address
for all types or define separate addresses for each in subsequent steps.

Physical W-9 Remit To Ordering

United States

123 MAIN ST

ANYTOWN Arizona 85000

If you choose to add additional addresses, click on the appropriate tab.

@ Registration | Address | SRP-MIC X +
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Vendor Portal Registration | Addresses

You must provide the following addresses. You may use the same address
for all types or define separate addresses for each in subsequent steps.

Physica W-9 Remit To Ordering
Select address to copy from v
Select address to copy from
Physical
Street Address
Additional Line

StateorF v Postal Code

On the extra tabs, you have the option to copy from another address that you have already provided
(e.g. Physical) to provide a starting place for adding that address. Remember, you don’t have to copy the
physical address to each of the other addresses if they are all the same address.
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Vendor Portal Registration | Addresses

for all types or define separate addresses for each in subsequent steps.
Physical W-9 Remit To Ordering

United States

be empty

A physical address must be provided and must include a street address (traditionally address line 1), a
city, a state or province (depending on the country), and a postal code. You may provide an additional
address line for details such as suit number, department, or stop.

@ Registration | Address | SRP-M x +
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Vendor Portal Registration | Addresses

You may use the same address

‘You must prox wing
for all types or define separate addresses for each in subsequent steps.

Physical W-9 Remit To Ordering

United States

123 MAIN ST

ANYTOWN Arizana v 85000

Click the “Next Step” button when you have provide all of the addresses necessary.



@ Registration | Contact | SRP-MIC X +
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. You may use the same contact
for each in subsequent steps,

Vendor Portal

Accounts Payable

Receiving

General
Sales

Contact Full Name

You must provide a general contact at a minimum. You have the option to provide additional contacts
for receiving, accounts payable, or sales. The do not need to be added if they are the same as the

general contact or if you do not have a contact for those areas.
® Registration | Contact | SRE-MIC X + - O
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Registration | Contacts

ntacts. You may use the same contact

Vendor Portal

for all types or define separate contacts for each in subsequent steps.

General Receiving Accounts Payable

Sales
™

act Full Name

cannot be empty

A general contact must be provided and must include a full name, e-mail address, and phone number.

You may optionally provide a fax number and a business website URL.
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@ Registration | Contact | SRP-MIC X +
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Registration | Contacts

Wing cts. You may use the same contact

define separate contacts for each in subsequent steps.

Receiving Accounts Payable

General

Sales

Contact Full Name

You may provide additional contacts on each of the other tabs if the details differ from the General

3

contact.
veevZSa@oaoe

@ Registration | Contact | SRP-MIC X +
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Registration | Contacts

may use the same contact

Vendor Portal

Accounts Payable

General Receiving

Sales

Click the “Next Step” button when you have provide all of the contacts necessary.
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Registration | Document Upload

You must upload a completed W-9 form. You may also upload a
paymel you do

completed

W-9form & & ACH Authorization Form &
Drop file here or click to Drop file here or click to
upload your W-9 form upload your ACH form

Finally, you must upload a copy of your completed W-9. You may also upload a completed ACH
Authorization form if you wish to accept electronic payments. If you do not upload an ACH form at this

stage, electronic payments may be delayed.

@ Registration | Upload |SRE-MICT X +

< Cc 0 G Search Google or type a URL

Registration | Document Upload

You must upload a completed W-8 form. You may also upload a

W-9form & & ACH Authorization Form &

| Click to download the IRS W-9 Form (Blank)

Lol Drop file here or click to
e T AT upload your ACH form
Remove file

https//uwwwirs.gov/pub/irs-pdf/ind.pdf

There are links to the IRS W-9 form and to custom SRP-MIC W-9 and ACH forms.
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Vendor Portal

Registration | Document Upload

You must upload a completed W-9 form. You may also upload a

W-9form & &, ACH Authorization Form &
Drop file here or click to Drop file here or click to
upload your W-9 form upload your ACH form

Drop a file or click to
select a file first.

@ Registration | Upload |SRP-MIC® X + N

A completed W-9 form must be provided.

@ Registration | Upload [SRP-MIC X + -

<« C { & Seard

Registration | Document Upload

‘You must upload a completed W-3 form. You may also upload a

h to accept electro

tage, electronic payr

W-9 form & & ACH Authorization Form &
Drop file here or click to Drop file here or click to
upload your W-9 form upload your ACH form

Invalid file type. Please
drop or select a PDF file.

Uploaded files must be a PDF file type.
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Registration | Document Upload

W-9form & &, ACH Authorization Form &

Drop file here or click to
upload your ACH form

Submit Registration

File is too big
(85.7MiB}. Max
filesize: 5MiB.

<

Uploaded files must not exceed 5MB in size.

@ Registration | Upload |SRP-MIC* % 4

< C @t G Sear

vewvSFa[Eoe

Registration | Document Upload

You must upload a completed W-8 form. You may also upload a

N-9 form b b ACH Authorization Form &

Drop file here or click to
f upload your ACH form

You can click on the box to select a file or drag and drop the file from your desktop.
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Registration | Document Upload

You must upload a completed W-9 form. You may also upload a
sh to accept electronic
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ACH Authorization Form &
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ST AT upload your ACH form

Click the “Submit Registration” button to complete the registration request.
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@ Registration Complete | SRP-M

Alread

Your account registration will be reviewed, and you will be notified when your account is available to

use.




Forgot/Reset Password

When a forgot password reset is initiated, you will be asked for your user id and the SRP-MIC
supplier/vendor id associated with your company.

@ Forgot Password | SRP-MIC Ven: X +
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Vendor Portal

You can find your supplier id in the header of a recent SRP-MIC purchase order sent to your company. If
you have logged into this version of the vendor portal in the past, you will also see it displayed near the
top of the browser window.

Purchase Order

Salt River Pima-Maricopa Indian Community ) o
10005 E OSBORN RD Dispatch via Print
SCOTTSDALE AZ 85256 Purchase Order Revision

United States

Supplier:

Payment Terms Freight Terms

Currency

To ensure prompt payment, the PO number must appear
on both the Invoice and the packing slip.

Attention: Not Specified

Bill To: All invoices must be submitted via upload to
httne-llearira ernmir_nen nnvNandnrPartal

1 - Supplier/vendor id highlighted on Purchase Order header



SRPMC-0000000000

o lohn Doe .ﬁ.

2 - Supplier/vendor id highlighted from inside the Vendor Portal application

@ Account Request | SRP-MICVen: X +
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Vendor Portal
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Reset Password Request Submitted

An e-mail was sent to the address you provided with instructions on

reseting your password process. If you do not receive the e-mail fram

noreply@srpmic-nsn.gov in the next 10 minutes, please check the spam,

unk, and other folders of your e tem. If you have any questions,
/e nce team at (480) 362-

7729 or ver

rmaintenar

Forgot Password?
Already have an account? Login

L]

If your user id and vendor id match the records in our system, you will receive an e-mail at the address

associated with that user id.

Dear John,

You recently requested to reset your password for your Salt River Pima-Maricopa Indian Community (SRP-MIC) Vendor Portal account. This password

reset is only valid for the next 24 hours. Click this link or copy/paste the URL into your web browser: https://vendorportal.srpmic-

nsn.gov/VendorPortal/security/resetpassword/b429b6dd807191ac757589f2865ac4662962957926ddb56617aa72f1ff719a14.

If you did not request a password reset, please ignore this email or contact the vendor maintenance team if you have questions.

Thank you,

Vendor Maintenance

Salt River Pima-Maricopa Indian Community
vendormaintenance@srpmic-nsn.gov
(480) 362-7729




The e-mail will contain a link to begin the reset process using a unique one-time code that will expire in
24 hours. If you ever see this e-mail without having requested a password reset, it should be safe to
ignore it. Without that unique code, your password cannot be reset.

@ ResetPassword User |SRE-MICT X + - B =
< C {} G Search Google or type a URL L - B + ] E ® 8 o <
Vendor Portal Reset Password
™
Enter your new password and repeat it.
@ Reset Password User | SRP-MICT X + N o x
< C {Y G Search Google or type a URL v 99 5 ®R @ o <
Vendor Portal Reset Password
x) x)
F;a d Mismatch ) d { )
™

You will be warned if the password and repeated password do not match.



@ Reset Password User | SRP-MIC " X +
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Vendor Portal

Reset Password

Weak Password

Reset Password
ast 12 characters in length an

You will be warned if your password does not pass the strength requirements, and those requirements
will be shown on the screen. They are:

o Atleast 12 characters in length and include at least 1 each of the following
o Upper case letter
o Lower case letter
o Number/digit
o Special character (e.g. |@:#,5.%"&;*")
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@ Login | SRP-MIC Vendor Portal x +
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Vendor Portal

Welcome

If the password is accepted, you will be redirected to the login page where you can login to the system.

Forgot Username
When you have forgotten your username, you can click on the forgot username link from the login page

to begin the recovery process.

@ Forgot Username | SRP-MIC Ven: X + - = *
<« C Y G Search Google or type a URL L - I+ 5 ®@ @ o -1
Vendor Portal Forgot Your Username?
Simply complete this form to begin the recover process
Enter Yo il Addre!
™

You will enter the e-mail address associated with your user id and click continue.



@ Account Request | SRP-MIC Ven: X +
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Vendor Portal

Recover Username Request Submitted

with instructions on

Forgot Password?
Already have an account? Login

If the e-mail address you provided matches our records, an e-mail will be sent to you with your user id.

Dear John,

You recently requested to recover your username for your Salt River Pima-Maricopa Indian Community (SRP-MIC) Vendor Portal account. Your username
for this account is: username.

If you did not request a username recover, please ignore this email or contact the vendor maintenance team if you have questions,
Thank you

Vendor Maintenance

Salt River Pima-Maricopa Indian Community

vendormaintenance@srpmic-nsn.gov
(480) 362-7729

You can now go to the Vendor Portal website and login or recover your password if you have forgotten
that as well.



Basic Navigation
This section covers the basic features and navigation of the system.

Dashboard
@ SRP-MIC Vendor Portal x  + - - 8
< cCOc veoSaeaBEe g
SRPMIC o .0 ©
VENDOR %
PORTAL
Attention Recent Activity
0 A
Invoices (Revised) Y Retention Releases ;
0(0) B |o [&]
Credit Memos A General Uploads N
0 B |, =]

@ ®Upload @Status @ Attention

Salt River Pima-Maricona Indian Community 2019

This screen gives you an overview of the activity in the system. You will see a summary of alerts needing
attention, number of documents uploaded by type, and recent system activity. You can also manage
alerts and messages and adjust your profile.



Manage Invoices
This screen is where most of the activity will take place. It is where invoices and other documents can be
uploaded and reviewed.

@ Invoices | SRP-MIC Vendor Portal X 4 - = &
cscols veOSQBO0 @
SRPMIC e .0 @

VENDOR
PORTAL

Invoices Revised Invoices Releases of Retention Credit Memos

Vendor Id Invoice # PO Number Received Date  + Filename Amount
Filter by: w || | Filter by: w || | Filter by: - i

No data to display

Go to page: 1 Showrows: 10 «| 0-00f0 | 4 3

Copyright © Salt River Pima-Maricopa Indian Community 2019

The “Invoices” tab shows all invoices that have been uploaded to the system for this vendor. Clicking the
red and white “+” icon to the top left of the grid allows you to upload additional documents.

= (m] ps
' Invoices | SRP-MIC Vendar Portal X +
< C Y G Search Google or type a URL v 99 E ® Qo0 9
SRPMIC o =0 ®
VENDOR :
PORTAL
Invoices Revised Invoices Releases of Retention Credit Memos
(1]
Dashboard Invoice # PO Number Received Date  ~ |Filename Amount
Invoice ~ ||| Filter by: ~ || |Filter by: = =
Revised Invoice
Manage Release of Retention
Invoices X
Credit Memo
Manage Other
Documents
No data to display
Manage Users
Go to page: 1 Show rows: ‘10 v‘ 0-00of O | 4 H » ‘

Copyright © Salt River Pima-Maricopa Indian Community 2019




You can upload an Invoice, a Revised Invoice, a Release of Retention, or a Credit Memo from this screen.

Upload Invoice

= a *
Q Invoices | SRP-MIC Wendor Portal X +
&« C Y G SearchGoogle or type a URL v 90 E’ Q@ (4] =
SRPMIC ® =8 @
VENDOR
PORTAL
Invoices Revised Invoices Releases of Retention Credit Memos
(]
Dashboand Invoice # PO Number Received Date  ~ |Filename Amount
Invoice v‘ ‘ Filter by: v‘ |Fi\ter by: - =
Revised Invoice

Manage Release of Retention

Invoices

e Credit Memo

No data to display
Go to page: 1 Show rows: ‘ 10 v‘ 0-0 of 0 |THT‘
Copyright @ Salt River Pima-Maricopa Indian Community 2019
. . “u,n “ . ”
Click the red/white “+” icon and choose “Invoice.
= (m] x

@ Invoices | SRP-MIC Vendor Portal X +
&« C Y G SearchGoogle or type a URL v 90 E’ Q@ (4] =

View Invoice

Instructions »

PO Number from your purchase order header

Invoice Number

Amount Due

Invoice Date 11/20/2019

Drop file here or click to upload

Upload File

You can click the “Instructions” bar to show/hide further details and rules about the invoice upload
process.



@ Invoices | SRP-MIC Vendor Portal % +
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View Invoice

Instructions ~

+ Each upload needs to be a pdf not exceeding SMB in size. No other file
types are allowed.
« Each upload must contain only one, unique invoice.
To ensure your invoices are processed expeditiously by our system,
please include the following elements on your invoices in the exact
format sl :
P
Invoice#:
» The PO# must be the entire 5-character and 10-digit number provided
0 you. (e.g. XXXXX-1234567830)
Encrypted or password protected files must not be uploaded and wi
not be processed

« Questions? Please contact Accounts Payable at (480) 362-7340 or
ap@srpmic-nsn.gov.

PO Number from your purchase order header

Invoice Number

Amount Due

Invoice Date 11/20/2019

You can click the “?” icon next to PO Number to learn about the PO format and where to find the
number on your SRP-MIC purchase order.

' Invoices | SRP-MIC Vendar Portal X +

< C Y G Search Google or type a URL v 99 E ® Qo0 9

Where is the PO Number?

Purchase Order

Salt River Pima-Maricopa Indian Community . L
10005 £ OSBORN RD Dispatch via Print
SCOTTSDALE AZ 85256 Purchase Order Date Revision Page
United States ﬂ GOVMT-0000158788 07/11/2017 1 - 10/02/2017 1
Payment Terms _ Freight Terms Ship Via
Supplier: Net 30 origination Buyer Paye standard @
Buyer Phone Currency
. |

Ship To: SERVICES
10005 E. Osbom Rd.

To ensure prompt payment, the PO number must appear Scottsdale AZ 85256
on both the Invoice and the packing slip. United States

The entire purchase order number, including the leading alphabetic characters and the dash, are
required to find a match in the system. Failure to provide the valid purchase order number will prevent
you from uploading an invoice.



@ Invoices | SRP-MIC Vendor Portal X~ +
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View Invoice

Instructions »

PO Number

Amount Due Sus

Invoice Date 11/20/2018 ]
h |
PDF ||

Upload File

After entering the details of the invoice, including the PO Number, Invoice Number, Amount Due, and
Invoice Date, you can click the box or drag and drop a file to upload your invoice.

Click the “Upload File” button.

@ Invoices | SRP-MIC Vendor Portal X +
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View Invoice

Instructions »

Invalid PO Number

Invoice Date 11/20/2019

BEKE
test_pat pdf

Remove file

Upload File w




If you enter an invalid PO Number, you will get a warning and need to correct the number before
proceeding. If you have questions about your purchase order number, please contact the SRP-MIC
representative with whom you are contracted.

View Invoice Details (including Payments)

. Inwoices | SRP-MIC Vendor Portal X -+ - o 2
<« c 0lal v vEaeaB e g
SRPMIC e o @

VENDOR
PORTAL

Invoices Revised Invoices Releases of Retention Credit Memos
Wendor Name Invoice # PO Number Received Date ~ Filename Amount

Filter by: - Select Filter - m

T 2019-12-11 12:12 | 2019121112 124RB D df TR

Manage Other
Documents

Go to page: 1 Showrows: |10 - | 1-10of1 | 4 »

Copyright @ Salt River Pima-Maricopa Indian Community 2019

Once a document is uploaded, you can see the status in the left hand column of the list. On the Invoices
tab, you also have shortcuts to upload a revised invoice or credit memo for the invoice.

Invoices Rev

Vendor Id
Filter by:
Pending E | [# <—sreMe-peas— Upload Revised Invoice.
Paid v | [# B esRPMEe886— Upload Credit Memo

Inactive @ | [ B |SRPMC-0000
Approved [# B |SRPMC-0000
Uploaded | X | [ & |SRPMC-0000
¥ | = ® lconmr annn

Clicking the status icon displays the details for the document.



@ Invoices | SRP-MIC Vendor Portal X +

< C { < SearchGoogle or type a URL v 99 E Q (4] =N

Invoice Detail

Vendor Id:

Invoice #:

PO Number: e
Invoice Date: 12/11/2019

Received Date: 12/11/2019 12:12:09
File Name: Case Structure.pdf
Amount: j

Payment Date Method |Amount

No data to display

Go to page: 1 Show rows: ‘5 v| 0-0of 0 |THT‘

Close

The details include your SRP-MIC Vendor ID, the Invoice number, the PO Number, the Invoice Date, the
Received (Uploaded) Date, the original file name, and the Amount of the Invoice. You can also see any
payment details here once a payment is applied to the invoice.

The filename in the document list will be a link to display the document if it was uploaded fewer than 5
days earlier.

You will see similar details in the Revised Invoices, Releases of Retention, and Credit Memos tabs when
clicking the status icon.
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Under manage other documents, you will upload Statements and Other documents. The status in the
left hand column of the list will always be Uploaded. You can click the status icon to view the document
details.
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Other Document Detail

File Name: pdf
Type: A

Note: Registration
Confidential: No

Close

Creation Date: 12/11/2019 10:51:07

Details show the document Creation (Uploaded) Date, the original file name, the Document Type, and
any Notes associated with the document.
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Instructions »

Type Select Document Type

Select Document Type
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Other Document
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Upload File

The types of documents you may upload include ACH documents for electronic payment, Address or
Contact Change details, AP Verification forms, Certificates of Insurance, Vendor Certification forms,
updated W-9 forms, or general “Other” documents.
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Finally, under Manage Users you may add and edit users that can access the application for your
company.
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Invite Other User to Register

Email Address

An e-mail invitation will be sent to the address you provide with instructions on
completing the registration process.

Send Invitation

Clicking the red plus icon near the top left of the user list will open a dialog box. Enter an email address
and click Send Invitation to invite another user to register for the portal. They will need to provide the
Business Name and Tax Identification Number (EIN/TIN/SSN) during the registration process for
verification.
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lohn Doe
(Optional) Preferred Informal Name (e.g. Bob instead of Robert)

john.doe@example.com

® Active O Inactive
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Clicking the magnifying glass icon next to a user account allows you to edit the account. You can
activate/deactivate the account, and change the first name, last name, an optional informal name, and
email address. Be sure to save your changes.

You may also initiate the password reset process for that account.



