
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.



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.



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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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.



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 ‘MNVPRT2’, that is they will be regular users.
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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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