Vendor Portal Home Page for the Superuser
Maintain My Users

The Superuser has a special menu that allows him/her to add and maintain other users for his/her Portal
Click on My Users to begin.
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Superuser’s Maintain My Users

When the Superuser has gone into the Maintain My Users menu item, the desired Service
Provider needs to be selected from the list, which is the Service Provider number that is
used for your logon ID. Then click on Select User to work with.
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Superuser’s Maintain My Users

This screen show a list of the users for the particular Service Provider. The functions
are located below the list, and they are Select User to work with, Copy, and Disable.
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QSBE7E i JAME SMITH, SUPERUSER *EMRBLED MNWPRT1
Q50576A PAUL WILLIAWS, SUPERUSER *ENAELED HHYPRTL
QS0B5768 JAMES JOWES, SUPERUSER *ENRBLED HNWPRT1
Q5065760 JOHW SMITH, REGULAR USER *EMRBLED HNWPRT2
Q505760 ALAM TJOHWSOW, REGULAR LUSER *ENAELED HHYPRT2
QSOB576E JANIE SWMITH, REGULAR USER *ENRBLED HNWPRT2
QS0B576F JOE SMITH, REGLLAR USER *ENRBLED MNWPRT2
QS0B57e6 JAMES TAYLOR, REGULAR USER *EMRELED MNWPRTZ
QS0B576H JULIE RODRIGUEZ, REGULAR USER *ENRBLED HNWPRT2

QS0B5761 ALAN JOHWSOM, JR, REGULAR USER *ENRBLED HNWPRT2
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Superuser’s Maintain My Users — Select User to Work With
This option allows you to update the user’s information and the user’s status. To update the user, select
the user and click the Select User to Work With link. On the box that pops up, the fields are editable. For
example, to update the status, change the Status from *DISABLED to *ENABLED and then click or press
enter. The user 'S Name Password and Email may be updated in the same manner.
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Q500576 JANE SMITH, SUPERUSER *EMABLED MNWPRT1
QS0B576R PAUL WILLIAMS, SUPERUSER *ENRBLED HNWPRT1
Q5065768 JAMES JOWES, SUPERUSER *ENRBLED MNWPRT1
DSDBB?EE JOHW SMITH, REGULAR USER *EMABLED MNWPRT2
ALAW JOHWSOM, REGULAR USER *DISABLED
DSDBB?EE JANIE SMITH, REGULAR USER *ENRBLED HNWPRT2
QS0B57EF JOE SMITH, REGLLAR USER *EMRBLED HNWPRT2
Q5005766 JAMES TAYLOR, REGULAR USER *ENAELED HHYPRT2
QS0B576H JULIE RODRIGUEZ, REGULAR USER *ENABLED HNWPRT2
Q5085761 ALAM JOHWSOM, JR, REGULAR USER *EMRBLED HNWPRT2
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Enter (5008760
Previous

|ALAN JOHNSON, REGULAR LUSER

Password |#5AHE

Email [ALSEMAIL@HOTHAIL . COM Status

ResetfUpdate User Profiles
Reset/Update User Profiles
User Code

|Jser MNarme

Enter SORE7ED I [ALAN JOHMSON, REGULAR USER

Previous
Password J§ |#SAHE Status  J+EMABLED
Email |HLSEMHIL@HDTHHIL . COW
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Superuser’s Maintain My Users — Create New Users

To add a new user, select an existing user and click Copy. The box below will pop up. Enter the new user information
and press enter. The new UserID will be created and will appear in the list. Note, regardless of which user is copied,
all new users will have a menu of ‘MNVPRTZ2’, that is they will be regular users.

SP PORTAL - Build ¥3.10.002-C: 012110 : 1100 pst

File Edit Options My Reports My Payment History  Functions

SANDIS

Home My Reports Payment History Forms " SP Billing

San Diego Regional Center

haintenance Selection Fanel L= Signoff

Uzer Mame

500576 JANE SHITH, SUPERUSER *ENRELED HHVPRT 1
UE0EETER PRUL WILLIANG, SUPERUSER *ENRELED HHVPRT 1
USO0E76E J #ENRELED

L e | 0S0B57EC  GJ0HN SHITH, REGULAR USER = ¥ENABLED
JE0EE7ED RLAN TOHNSON, REGLLAR LISER *#ENRELED .
USO0E7EE JANIE SHITH, REGULAR USER #ENRELED HHVPRTZ
US00E7EF JOE SMITH, REGULAR USER #ENRELED HHUPRTZ
US008760 JAHES TAYLOR, REGULAR LISER *ENRELED HHVPRTZ
QS0AE7EH JULIE RODRIGUEZ, REGULAR USER *ENRELED HHUPRTZ
US00E76] ALAN JOHNSON, JR, REGULAR USER *ENRELED HHVPRTZ
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Qs0oE7eY |JANE DOE, REGULAR LISER I

Enter

Previous

Fassword [FAKEPRSSUD Email |JameEbos . com
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Superuser’s Maintain My Users — Disable Users

To disable a user, select the user in the list and then click the Disable
link below the list. The Status will automatically be changed to Disabled
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Q506576 JANE SMITH, SUPERUSER *EMRBLED HNWPRT1
QS0B576A PAUL WILLIAMS, SUPERUSER +ENABLED HNWPRT1
(S0B576E JAMES JOMES, SUPERUSER *ENABLED HNWPRT1
0 HNWPRT2

QS0B5 760

ﬁ J500576D H Y
0508576E JANIE SMITH, REGULAR USER D HMHWPRTZ2
050B57EF JOE SWITH, REGULAR USER *EMABLED HMHUPRT2
QE0AE7EG JAMES TAYLOR, REGULAR USER *EMABLED HMHUPRTZ
0508576H JULIE RODRIGUEZ, REGULAR USER *+ENABLED HHWPRTZ2
05065761 ALAM JOHMSOM, JR, REGULAR USER *EMABLED HMHUPRT2
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