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Creating Additional Contacts

At the time of registration on the CalSTRS Business Partner Self
Service system, you are asked to enter information about the contact
person within the organization. However after your registration is
complete, you may at any time add another person as a point of contact
within your crganization.

Click the NEXT button to watch as we demonstrate the process for
adding a contact on the CalSTRS Business Partner Self Service
system.

CONTENTS

| Contact Person Department | Sales

| Contract Person First Marme | Mike

| Contract Person Last Name | Smith |

. Contract Person Telephone No | 9164141234 |

| Contact Person Fax Number | |
Contact Person E-Mail Address || |

‘Payment Informatio _

Payee Mame ( If different from Business name 1 above
 Remit To Address - (I different from above )
| Street Number| [

| Street Mame 1]

Street Mame 2 |
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CALSIRS

BusinessRenew

Overview Personalization

Universal Worklist

I Detailed Navigation =] Universal Worklist
« Universal Worklist No tems found to display
[ Reports
I FITL SIS ElE] Show: [Hew and In Progress T... [ | [All [=] Show Fil
¥y = 1 Due
This simulation demonstrates the process for creating
additional Business Partner contacts in CalSTRS' Business
Partner Self Service system.
[=[=][- ] 'Row:[ ofero: [-][=][=]
-
| CON TENTS . /A, . . 2
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3 S
I Help | E

Overview Personalization

Universal Worklist

e A \\\\
I Detailed Navigation [=] II..:..."& \*n.-l.l:-é
[ Reports Begin by clicking the Users Administration tab.
I FITL SIS Elgy Show: [Hew and In Progress T... [ | Al [=] Show Fil
Subject I From Sent Priority = @ Due

CIEC R olsrol ]

| CON TEN TS . e . A 2

Page 7 of 18



Business Partner Self Service

O‘\ISIRS Business Partner Self Service

BusinessRenew

Creating Additional Contacts

=

Users Administration

Create Users

Create Users

Find User Own Data Company Data

I Portal Favorites

CONTENTS

= ) v B2 J'?“
1[0] SAP SRM Home | Find | Help | FAQ | Logoff J ] !
[ 4 create User
« Find
o o] | Create User

The system updates the screen and displays the fields that are
required to be completed to create an additional Business s and Palicy

Partner contact.
ACYIPRIWANDCOPYRIGHT.ASPX

+ ParuAly ACCEPIED DY LUSIOMET ey e cme e e wie —een oowACy statement and accepts the terms.
+ Rejected
= Canceled by Customer General User Information
¥ Purchase Orders
. New I *Uzer Name | |
« Changed | *Password [ |
* In Process | *Confirm Password [ |
o LITTIED | *Formofaddr
= All
; | *First Name [ |
= Partially Confirmed
+ Shipping Notifications I‘Last Name | |
e R T 1
-
~r =S WY v w
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i | Create’
~ Purchase Orders 5 On this screen, as illustrated in this example you will enter
s Al Ly nata Priva  all the required information for a new contact. Also in this
" tew section, the password for the additional contact is created
= Changed CalSTRS Ir
| and confirmed.
= In Process
O T http:iiwnan ) ;
+ Partially Accepted by Customer []*res, the user has read the data privacy statement and}g}’:/,’é the terms.
* Rejected o
» Canceled by Customer I General User Information /f// T
* Purchase Orders
» New | =User Name [KJohnson |
= Changed I‘Passwnrd |““““ |
= In Process | *Confirm Password [sesseaas |
+ Confirmed | *Formotaddr
. Al
X I *Firzt Name | Kenya |
= Partially Confirmed
 Shipping Notifications | *Last Name [Johnson |
. Al | *E-Mail Address { Kjohnson@amail.com
~ Shipping Notifications T T R N
S ompany gh Level DTfice Supplyi3100000185
. et Roles
~ Confirmations B Roke Description
= In Process [T | ZCR SUCO SUPL USER | Composite - Supplier User E

</ Trusted sites H100% v

L CON TN TS . e A ¢ A 2.2
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s Fng | Create User
* Purchase Orders
= Al % Data Privacy Statement
= New
= Changed Cal5STRS Internet Privacy Principles and F
* In Process Scroll down to access the lower section of
- Confirmed hitpiliwwnw.calstrs.comMELPRRIVACYIPL - the gcreen where more entries are required.
+ Partially Accepted by Customer [I*res, the user has read the data privacy =t
+ Rejected
= Canceled by Customer I General User Information Ij
* Purchase Orders
. New | =User Name [KJohnson |
= Changed | *Pazsword [senannes |
» In Process | *Confirm Password [senenses |

* Confirmed | *Formotaddr Ms. ™
= Al
) | *Firat Name |Ken‘,ra |
= Partially Confirmed
| *Last Name [Johnson |

¥ Shipping Notifications
. Al | *E-Mail Address { Kjohnson@amail.com

 Sent | Language English L‘:-l

~ Shipping Notifications

. Al I‘CDI‘nEEI‘I‘,‘ Julities
+ sent Roles
~ Confirmations E.  Roke Description
= In Process [ | ZCR SUCO SUPL USER | Composite - Supplier User E

o Trusted sites H100% v

L CON TN TS . 7 e — A ¢ A 2.2
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[ P T ———

Y | *Company High Level Office Supplyj3100000185
« Sent Roles
~ Confirmations E. | Role Description -
= In Process [0 | ZCR_SUCO_SUPL_USER | Composite - Supplier User
= All I | ZCR_SUCO_SUPL_ADMIN | Composite Role - Supplier Adminizstrator
= In Process DD m“| DD
= Completion Reported
- Partially Accepted . =
- Rejected
Approved . . " . . N
i —— The next step in creating the additional Business Partner is to
~ Confirmations assign a role to the new contact. Two roles are available:
- Al ¢ Supplier User is the basic role that allows the contact to
" In Process submit bids and create invoices.
) ::::;"b:ex:dm « In addition to submitting bids and creating invoices, the £l
« Rejected by Customer Supplier Administrator can create new contacts and
« Canceled assign roles.
* Invoices and Credit Memos
= Al
= In Process

= Document Sent

= Accepted by Customer
= Rejected by Customer
= Create Invoice

w Inuenicrco and Mrodit Momno E
o Trusted sites H100% v
PO ——————etyy e Y Y T
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= All
= Sent
+ Confirmations
= In Process
= All
= In Process
= Completion Reported
- Partially Accepted
- Rejected
= Approved
= Canceled
+ Confirmations
= All
= In Process
= Completion Reported
= Accepted by Customer
= Rejected by Customer
= Canceled
+ Invoices and Credit Memos
= All
= In Process
= Document Sent
= Accepted by Customer
= Rejected by Customer
= Create Invoice
w Imirnicrco and Crodit Momno

I‘Cnmpan‘,,lI High Level Office Supphi3 100000185

E Rok
[0]| Zcr_SuCo_SUPL_USER | Composite - Suppler User |

] N_SUCO_SUPL_ADHIIN Composite Role - Supplier Administrator

]

1" For this example, we are assigning this
It contact the Supplier User role.
I

| Deparment [ |

Settings li‘

DO.MRYYYY | »
12.345.887,50 »

| central Time (Dalas) v

| Date Format

| Decimal Format

I'I'lme Zone

Save Ul Settings

[

CONTENTS

n.-?' Trusted sites

- B -~ —

00 -

- e . 7 )
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i [ *Company High Level O fice Supplyi3100000185
- Sont Roles
~ Confirmations E. | Role Description -
« In Process | ZCR_SUCO_SUPL_USER  Composie - Supplier User |
. Al
= In Process

Contact Information -
Continuing with the contact
. . . . | Telephone [ |
information, information - . | | L]
regarding means of ] Positon | |
communication is required | Department | |

to be entered. Also required
is information regarding I Settings 7]

daLet_and decimal format, | Date Format
and ume zone. | Decimal Format

| Time zone | central Time (Dalas) v

Al Save Ul Settings

= In Process

= Document Sent

= Accepted by Customer
= Rejected by Customer
= Create Invoice

w Inuenicrco and Mrodit Momno E
o Trusted sites H100% v
PO ——————etyy e Y Y T
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= All

= Sent
 Confirmations

= In Process

= All

= In Process

= Completion Reported

| *Company High Level Office Supphyi3100000185
E. Role De=zcription

| [ | ZCR_SUCO_SUPL_USEI
I | zcr_suco_surL_aou

|~ |~ 'Page| 1fof1 -

Scroll back to the top of the screen to complete the
entry for the additional Business Partner contact.

» Partially Accepted Contact Information E

« Rejected

« Approved | Telephone [555-760-1215 |

- Canceled | Fax [555-760-1217 | % L
+ Confirmations | Position | |

2 & | Department | |

= In Process

= Completion Reported Settings li‘

= Accepted by Customer

« Rejected by Customer | Date Format

» Canceled | Decimal Format
N ERR e HE L e ITimeZnne

2 & Save Ul Settings

= In Process

= Document Sent

= Accepted by Customer

= Rejected by Customer

= Create Invoice E
w Imirnicrco and Crodit Momno

o Trusted sites H100% v

CONTENTS

- B -~ =

= (I Ul )
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i | Create User N
* Purchase Orders

= Al Data Privacy Statement

= New

= Changed Cal5STRS Internet Privacy Principles and Policy

= In Process

« Confirmed httpiiwnanw calstrs.com/HELP/PRIVACY/PRIVANDCOPYRIGHT.ASPX

« Partially Accepted by Customer v ves, the user has read the data privacy statement and accepts the terms.

« Rejected

= Canceled by Customer ' General User Information Ij
¥ Purchase Orders |

]
It is essential that the new contact understand and agreetothe ]
CalSTRS Internet Privacy Principles and Policy. Please ]
share this information with the person you are about to
designate as a contact and ensure his or her agreement before =~~~ ]
finishing the process of creating the new contact. ]
]
Click the check box to acknowledge that the new contact agrees
to the terms of CalSTRS’ Internet Privacy Principles and Policy.

B ey

= All
+ sent Roles
~ Confirmations B} Role Description
= In Process [¥ | ZCR SUCO SUPL USER | Composite - Supplier User E

2,com: 4343/ sap(bD 1 biZPTIWMCZZPTeUMDIMSZPPTEMez | TSUQIMEFBTKIOITHRYKILMTeOXINR (B | o/ Trusted sites #100% -

= - -~ = -

CONTENTS
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= Find
* Purchase Orders
= All
= New
= Changed
= In Process
= Confirmed
Partially Accepted by Customer
Rejected
Canceled by Customer
* Purchase Orders
= New
= Changed
= In Process
= Confirmed
= All
= Partially Confirmed
+ Shipping Notifications
= All
= In Process
= Sent
~ Shipping Notifications
= All
= Sent
+ Confirmations
= In Process

Creating

Business Partner Self Service

Business Partner Self Service
Additional Contacts

| Create User

[ave].
Data Pri'}\%( Statement

\\.\\
CalSTRS Inte\r\ \\Qrivacy Principles and Policy
httpeiiv . . .
o Click the Save button to save the entries made in
% creating the additional Business Partner contact.

I Genelur e wwormusron T

| user Name [KJoHNSON |

| *Pazsword

I *Confirm Pagzword

| *FormOfAddr

| *Firat Name

I *Last Name

| *E-Mail Address [Kiohnzon@gmail.com |

I Country sa ¥
Englizh w

ILanguage

I‘CDI‘nEEI‘I‘,‘ vottties
E. Role Description
[¥ | ZCR SUCO SUPL USER | Composite - Supplier User

CONTENTS

o Trusted sites H100% v

- B -~ =

= (I Ul )
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i | User:KJOHNSON
Al AN
. New 3
+ Changed I General UseP\\ ; rmation E
« In Process | user Name \ \\||<.|0HN50N
= Confirmed
= Partially Accepted by Customer
* Rejected Click the Process button to complete the creation
" R of the additional Business Partner contact.
¥ Purchase Orders
= New
o EIETIE | Language Engligh
= In Process | e PR e e e
+ Confirmed ICDI‘I‘IBEI‘IY gh Level UTTce supplyl21 DhUI =o
« Al IAssigned Roles Composite - Supplier User
= Partially Confirmed
: _laly _n i I Contact Information T
* Shipping Notifications
ol | Telephone [355 7601215 |
* In Process | Fax [s55-760-1217 |
= Sent -
IPDsrtu:ln | |
- Srm'.g' il Notifications
. Al | Department | |
" EET Settings E
« Confirmations
= In Process | I nate Farmat DD E
o Trusted sites H100% v
O TEN TS . = A ¢ . .
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BusinessRene Creating Additional Contacts
i | user: KJOHNSON
¥ Purchase Orders Cancel
= All k
: z:;ga:l I General User Information |j
= In Process | User Name KJOHNSON
P ELITE | Paszword )
= Partially Accepted by Customer I Confirm Passward | |
« Rejected . " 5
« Canceled by Customer | *Formotaddr s
~ Purchase Orders | *First Name [Kenya |
= Mew | *Last Name |Juhnsun |
= Changed
ol You have successfully created an additional Business Partner
* Confirmed contact. Click the course contents button in the lower left
= Al o g o
+ Fartily Confirmed corner of the screen to review another selection or click the
+ Shipping Noifications NEXT button to proceed to the next lesson.
= Al
= In Process e
nEE I | ZCR_SUCO_SUPL_ADMIN | Composite Role - Supplier Administrator
~ Shipping Notifications
BE . W 5E
 sent - Contact Information E
* Confirmations
= In Process | I Telanhane [555.7RNM.1715 |
</ Trusted sites H100% v
CONTENTS oGO
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Changing Account Information

If certain information about your account changes after you've
registered as a CalSTRS Business Partner, the system allows you to
correct and update the information you've entered.

Please note: It is important that once you've started the process of
changing your account information through CalSTRS Business Partner
Self Service, you must complete the process or your company
data may be lost.

Click the NEXT button to view a demonstration of how to change your
account information.

CONTENTS
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.

_CALSIRS

BusinessRenew

Overview Personalization

Universal Worklist

| oetailed navigation [<]  Universal Worklist
« Universal Worklist No tems found to display
[ Reports
| Portal Favorites EIf This simulation demonstrates how you change certain S =]
information in your CalSTRS Business Partner Account at any
time. oty = 0 Due

For this demonstration let us assume that your telephone
number has changed and you would like to update CalSTRS

records.
.-."
A <4
[ZI[=][~] Row:[o]ofe: [-][=][=]
| CON TEN TS . AN . A 22
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SN
Help | E

Overview Personalization

Universal Worklist

\\ \\
[ R | "\ \
Unijvers=1 Warllics \\

+ Universal Worklist No iter
[3 Reports To update your account information, log in to CalSTRS
I Portal Favorites EG o Business Partner Self Service using you user ID and .
: o password. Create Task | Show Fi
Subije ue

Once you are logged in, click the Own Administration tab on
the Business Partner Self Service home page.

.-."
4
(ZJ-J-] Row:[__oJefe: [-]-][]
O TEN TS . /S . . 2
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= \ W4 5 -
= » B L]
ElD SAP SRM Home | Find | Help | FAQ | Logoff ;\*ﬁﬁ;;g . CALSIRS
e« ownoa
» Find %
o ] | User:HIGHLEVELOS
= All b
. New \Q\
G I Vs =Inf ti =
+ Changed I eneral \\\1{1 'ormation ] ||
= In Process | User Name \\\\ [HIGHLEVELDS |
= Confirmed
= Partially Accepted by Customer .
- Rejected To access your account for editing, 1
« Canceled by Customer click the Process button.
~ Purchase Orders :l
= New | wuunuy
* Changed | Language Englizh
= In Process e Sunnhi3l 00000125
+ Confirmed |Cnmpan‘,r gh Level UTnce supphyly1000001 5o
- Al | Azszigned Roles Composite Role - Supplier Adminigtrator
= Partialty Confirmed
: _Bb’ -n § I Contact Information ]
w Shipping Notifications
- Al | Telephone [ss5-780-1212 |
- In Process | Fax [555-760-1214 |
. Sent — | Position | |
w Shipping Notifications
- Al | Department | |
= Sent I settings =1
-
PO —————ety e Y Y Y T
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= - 4 Iy A
= Iy = L
ElD SAP SRM Home | Find | Help | EAQ | Logoff j ;\*ﬁ;,ag - cALSIRs
Y« ownData > EditUser
= Find
o ] | User: HIGHLEVELOS
~ Purchase Orders
- Al
= New " =
 Changed I General User Information E ||
= In Process | user Name [HIGHLEVELDS |
o ITITED | Password | |
P T D AEEEL R ) €IS | Confirm Pag=word | |
= Rejected
« Canceled by Customer | *FormofAddr Mr. &
~ Purchase Orders | *First Name [Greg |
= New | *Last Name [Earick |
= Changed |tE_u|gi|Addregg |Highlevelﬁufﬂoesupury@‘,rahuu.cnm |
= In Process | *Country USA v
= Confirmed
o 4T | Language
= Partialty Confirmed |Cumpan‘,f High Level Office Supphyi3100000185
vsfm-.g' ing Motifications
- Al
* In Process The system updates the screen which allows you access to
- Sent change any field entry that is not grayed-out.
vsfmg' ing Motifications
- Al :
= Sent h - =
—i;—tﬁﬂ—\xv‘u‘u‘w
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Elgl SAP SRM Home | Find | Help | FAQ | Logoff e | " CALSIRS
e ¢ ownoData > Edit user
= Find
o ] | User: HIGHLEVELOS
¥ Purchase Orders m
oy H
* llew I General User Information
. i“:r“g“’ o Since we are demonstrating a change to the Business
. DCESS u N '
- oon : sertame — Partner's phone number, scroll down to access the
Password = = .
+ Part contact information section of the screen.
:@Z’;Acwﬂtm e | Confirm Pag=word |:
= Reje
« Canceled by Customer | *Form0fAddr Mr -
~ Purchase Orders | *First Name [Greg |
= New | *Last Name [Earick |
= Changed |t|=__|.|ai|,qddregg |Highlevelﬁufﬂoesuppry@yahun.cnm |
= In Process

| “Country A v
= Confirmed -
o A | Language Englizh "

= Partially Confirmed | company High Level Offic 00000185
= Shipping Notiications Roles
= Al E. Rolke Description
= In Process | B | ZCR_SUCO_SUPL_USER | Composite - Supplier User |
» 2 ZCR_SUCO_SUPL_ADMIN  Composite Role - Supplier Administrator
- Sfmg' il Motifications
- Al
= Sent

CONTENTS
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= New | *Last Name |Earick | N
= Changed |‘E—I'|'IaiIA-d-dress |HighleveanfﬂoBsuppry@yahnn.cnm |
= In Process | *Country USA -
= Confirmed "
| ongusge B
= Partialty Confirmed |Cnmpany High Level Office Supphi3100000135
~ Shipping Notfcators Roles
= Al E. Role Description
* In Process | [ | ZCR_SUCO_SUPL_USER | Composite - Supplier User |
o SE I ZCR_SUCO_SUPL_ADMIN ~Composite Role - Supplier Administrater n&
w Shipping Notifications
= Al
= Sent L |
’ I Contact Information [
w Confirmations
= In Process | Telephone [555-760-1212 |
Y
0 &l | Fax [sEs7e0-1214  © |
= In Process - '\
| Position | b |
= Completion Reported
« Partially Accepted | Department | |
P HEEEEY I Setti =
ngs - .
« Approved Click into the Telephone field to change [
. Canceled | Date Format | the contact's phone number.
7 EETTETE | Decimal Format |—_
= Al
| Time Zone | Pacific Time (Los Angeles) w |
= In Process
o ErmrEnT Rerrier [[] save Ul Settings
= Accepted by Customer
) pied by E-Mail Alert ]
= Rejected by Customer :
CONTENTS —i‘—t‘!—m—“—“—"—w
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= New

= Changed

= In Process

= Confirmed

= All

= Partially Confirmed
w Shipping Notifications

[
]

Business Partner Self Service

Business Partner Self Service

Changing

= All
= In Process
= Sent
w Shipping Notifications

= All
= Sent
* Confirmations

= In Process
= All
= In Process
= Completion Reported
= Partially Accepted
= Rejected
= Approved
= Canceled
w Confirmations

= All

= In Process

= Completion Reported

= Accepted by Customer
= Rejected by Customer

CONTENTS

Account Information

| *Last Name |Earick |

| *E-Mail Address [HighleveBofficesupply@yahoo.com |

| *Country Usa -

anuse

| Company High Level Offic 31 85

Roles
& | Role Description

| [ | ZCR_SUCO_SUPL_USER | Composite - Supplier User |

I ZCR_SUCO_SUPL_ADMIN ~Composite Role - Supplier Administrater

I Contact Information E
| Telephone mﬁ
| Fax . .
| Posion For this example, we are entering 555-619-1212
| Department for the updated phone number.
I Settings E

| Date Format MMDDNYYY |
| becimal Format 12,345,687.80

| Time Zone | Pacific Time (Loz Angeles) w

[[] save Ul Settings

' E-Mail Alert [
I

- L (O C 7 )
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= New

= Changed

= In Process

= Confirmed

= All

= Partially Confirmed
w Shipping Notifications

[
]

Business Partner Self Service

Business Partner Self Service

Changing

= All
= In Process
= Sent
w Shipping Notifications

= All
= Sent
* Confirmations

= In Process
= All
= In Process
= Completion Reported
= Partially Accepted
= Rejected
= Approved
= Canceled
w Confirmations

= All

= In Process

= Completion Reported

= Accepted by Customer
= Rejected by Customer

CONTENTS

Account Information

| *Last Name |Earick | N
| *E-Mail Address [HighleveBofficesupply@yahoo.com |
| *Country USA v
| angusse
| company High Level Office Supplyi3100000135 ]
E. Role Description
: Scroll back to the top of the screen to
| [ | ZCR_SUCO_SUPL_USER | Composite - Sup dat
[ ZCR_SUCO_SUPL_ADMIN Composite Role - Save your upadates.

I Contact Information El
| Telephone {555 618-121 fdp :
| Fax [E55-780-1214 |
| Position | |
| Department | |

I Settings E
| Decimal Format
| Time Zone | Pacific Time (Loz Angeles) w
[[] save Ul Settings

' E-Mail Alert =l

]

w — WW v w
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= ) B 48 e 4 L=
El SAP SRM Home | Find | Help | FAQ | Logoff r ot \ ¥ # 0 CALSIRS [T

e ¢ ownoData > Edit user

= Find

o ] | User: HIGHLEVELOS

¥ Purchase Orders I
. Al \ A
* tew Gener;\l\\g\gr Information ]
= Changed L
« In Process | [ o [Qi~w o A |
= Confirmed
= Partially Accepted by Customer .
—— Click the Save button to save changes you
- Canceled by Customer have made to the contact information.

* Purchase Orders
= New
= Changed |t|=__|.|ai|,qddregg |Highlevelﬁufﬂoesuppry@yahun.cnm
" InProcess | “country
= Confirmed
- Al |Language
- Partially Confirmed | cCompany g yi3 85

 Shipping Hotications Roles
= Al E. Rolke Description
= In Process
= Sent

vsfmg' il Motifications
- Al
= Sent
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-

SAP SRM Home | Find | Help | FAQ | Logoff i CALSIRS
[ ¢ ownData > Edit User > Display User
= Find
o ] | User:HIGHLEVELOS
w Purchase Orders m
= All k
* llew General User Information E
= Changed
= In Process | user Name [HIGHLEVELDS |
= EETE | *Formotaddr
o Iy AEEEL R Iy el s I *Eirat Klamme |Gren ]
= Rejected
= Canceled by Cust . .
e VELSOTE Yoy have successfully completed updating your Business
e Partner contact information. Click the course contents button in
- Changed the lower left corner of the screen to review another selection
« In Process or click the NEXT button to proceed to the next lesson.
= Confirmed
= All
= Partially Confirmed
. o Contact Information ]
w Shipping Notifications
- Al | Telephone [s55619-1212 |
« In Process | Fax [Ee5-780-1214 |
= Sent .
— — |F‘|Jsrt|un | |
w Shipping Notifications
- Al | Department | |
° SZT Settings il
| CON TN TS . 7 A, . . J.
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