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MANAGE USER DATA

TO REMOVE USERS:
Once logged in as the Administrator, users who no longer work for the company can be
deleted. Please follow the instructions below to delete the users:

1. Select Manage User Data
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v endor Administrator > Adminetrstor > Wekome Vendor AdminE fra or
» Welcome Vendor Administr ator
+ (reste Additonal Users WELCOME VENDOR ADMINISTRATOR

o R AR As an Administrative User for your company in the PA Supplier Portal you have the authorty to:
= Manage My Dt

Create Additional Users

Manage Cormmpany Data

Manage Supplier Addresses

Manage Bank Cata & Product Categories

« |Manage Company Data
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To access the Administrative User options, refer to the links located on the left navigation bar. If yvou would like t
left comer of the screen.

The "Supplier Service Center” link located on the left navigation bar contains helpful tools to provide assistance

The "Help" link located on the upper rght comer contains common supplier questions and contact information.

2. Select FIND.

Find User

= | Find
First Mame:
Last Mame:
User Mame:
E-Mail Address:
Company: ESAlI EDUCATIONAL COMSULTATION LLC|00001: -


mailto:RA-PSCSRMPortal@pa.gov

pennsylvania

OFFICE OF THE BUDGET

3. After selecting FIND, the system will list all users within the company:

YWendor Adminiztrator = Adminiztrator = Manage U=zer Data

Find User = User List

User List
D.|C_C_|D_| LU U User Mame Full Mame
s o7 O O =" v ESAl Esai Educational

4. To delete a user, select the trash can icon @ next to the user’s name that needs to
be deleted. Once selected, confirm the deletion

Find User > User List > Delete User

= | Delete User : ABC123

Do you really want to delete the user?

Delete User

5. A confirmation on the Manage User Screen shows the user was deleted

“endor Administrator = Adminizgtrator = Manage Uzer Data

Find User = User List

B Info: User ABC123 deleted
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