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Vendor Account Management

County of Sonoma Vendors are responsible for self-
managing and updating their account information online.

Accounts should be checked and updated regularly to
assure uninterrupted access to County of Sonoma bids.

Click here to login to your existing Vendor account

Instructions on how to update & maintain your account

continues on the following pages.


https://esupplier.sonomacounty.ca.gov/psp/FNPRD/SUPPLIER/ERP/h/?tab=DEFAULT

Configure Your Account

In order to receive emailed bid
notifications, you must complete steps
1-3. The rest of the steps are optional,
but will give your account full Login

fU nctiona | |ty Legin here as an existing User.

User ID:

Password:

Login to the Supplier Portal with the
User ID and password you selected.

Sign In

ﬁ-ﬁ Feaqister as 3 Bidder
Click here to register as a bidder and to be
able to bid on events.

Please do not use the BACK button on 8 Recister as a Vendor
the browser when navigating through A
the Supplier Portal. If you are in the
% Lforgot my password, but have my User 1D

middle of a transaction and use the Cick here to reset your password
BACK button on the browser, the

transaction will not process. Use

buttons and links to navigate.


https://esupplier.sonomacounty.ca.gov/psp/FNPRD/SUPPLIER/ERP/h/?tab=DEFAULT

Step 1:

Maintain Your Company’s
Contacts

These are people your company
designates to confer with the County
on bid notifications and questions.

IFavovriteséMainvMenu »  Maintain Suppllerlnfnrmatinn »  Contacts I

Maintain Contacts
Current Contacts

There must be a Primary Contact who LMN Inc._
is designated to receive emailed bid N
notifications. You may add additional S Harme
contacts who may access the sy_stem, Audion Generated ristin Jones Ea Delete
but only the Primary Contact will get ——
. . Sales Rep Sam Wooten Edit Delete
the system-generated emailed bid
. . Sales Manager Kelli Mathews Edit Delete
notifications.
Accounting Mar Sofia Flores Edit Delete
. . A I Add a New Contact I
Navigation Path: Main Menu >

Maintain Supplier Information >
Contacts

To edit an existing Contact, select
“Edit” next to Contact’s name. To add
a Contact, select “Add a New Contact.”



Step 1:

Maintain Your Company’s
Contacts - Continued

To add or update a Contact, enter the
following information:

Description - Please use Contact’s job
title. If this field is already filled in,
simply overwrite it.

Name of Contact
Email address for Contact
URL for your company is optional

Location — select Contact’s location from
dropdown menu.

Role — select most accurate option.

Phone Number with area code — select
“add” to list multiple numbers.

Click “Save,” then “OK.”

Favorites Main Menu > Maintain Supplier Information » Contacts

Maintain Contacts
Contact Information

LIMN Inc.

Description: [sales Rep

Name: |Laura Carmichael

Emiail ID: |Iaura.carmichael@lmncorp.com

URLID: |

Location: Auction Generated Address 1 -
Role: Sales Contact -
Status: Active -

Personalize | Find | B8 | B Fist £ 1 071 O Lot

*Type Prefix Phone Ext
B ——
IElusiness Phone ~ [500 555-2368 add Delete I
Return to Contact List Future Contacts
Save



Step 1:

Maintain Your Company’s
Contacts - Continued

To delete a Contact:

Navigation Path:

Main Menu > Maintain Supplier
Information > Contacts

Identify Contact for deletion and click
“Delete.”

Select “Yes — Delete” to confirm
deletion.

Favorites Main Menu > Maintain Supplier Information » Contacts

Maintain Contacts
Current Contacts

LMN Inc.

Current Contacts

First El 1.5 075 I | ast

Description Name

Auction Generated KrisTin Jones

Contact 1

Sales Rep Sam Wooten
Sales Manager Kelli Mathews
Accounting Mar Sofia Flores

Sales Rep Laura Carmichael

Add a New Contact

s
Personalize | Find | E |

Edit =~ |
I Delete I

Edit

Edit

Edit

Edit

Favarites Main Menu > Maintain Supplier Information > Contacts

Maintain Contacts

Delete Confirmation

?

elected Contact from this page?
No- Do Not Delete

Delete

Delete

Delete

Delete



Step 2:

Designate a Primary Contact to
Receive Emailed Bid Notifications
& Updates

There must be a Primary Contact who is
designated to receive emailed bid
notifications. You may add additional
contacts who may access the system, but
only the Primary Contact will get the
system-generated emailed bid
notifications.

To designate the Primary Contact, follow
this navigation path: Main Menu >
Manage Events & Place Bids > Maintain
My User Contact. The top image shows
Contact #1 is the person who receives bid
notifications.

If you want to change the designated
Primary Contact, click on the magnifying
glass next to the Contact Sequence
Number to display all Contacts and their
names.

Click on the Contact Sequence Number of
the person who should be the Primary
Contact. You will be returned to the
previous screen; then click “Save.”

Favg’rtes Mainvl'u'lenu » Manage E\rentsvand Place Bids » Maintain My User Contact

Maintain Sourcing Contact Information
Flease select your contact name with the prompt button in the list of companies below.
User ID: kjones

Name: Kristin Jones

versonanze 11 nd | B | 3 First K 101 O Last

Bidder Type *Contact Sequence Humber

1@, Kristin Jones

LMM Inc. Vendor

Save

" Look Up Contact Sequence Number B3

? Help

Search by: Contact Sequence Number + =|

| LookUp || Cancel |AdvancedLookup

Search Results
View 100 First [q] 1-50of5 [¥] Last

Contact Sequence Number HName 1

& Kristin Jones
Sam Wooten
Kelli Mathews
Sofia Flores
Laura Carmichael

Ry

| (= L& T LAV R e



Step 3:

Select Your Category Codes

Bid notifications are emailed to the
Primary Contact based on the categories

selected. Vendors must select a category

(or categories) in order to receive
emailed bid notifications.

Navigation Path: Main Menu> Manage
Events & Place Bids > My Categorizations

Click directly on the file folder icon next
to “Sell Categories.” The screen will
expand. Use the Control+F command to
search the category list by keyword.

Click the check box next to the category
you wish to bid on. View subcategories
by clicking the file folder next to the top
level category. You may register for
subcategories rather than a top level
category, but selecting the top level
category may result in more solicitation
notifications. You may choose multiple
categories and/or subcategories.

When finished, scroll to bottom and click
“Save.”

My Categorizations

Strategic Sourcing Tree

[ Sourcing - Sourcing Categories
- [[]"%f Buy Categories

eII Categories

Save

My Categorizations

(2= Sourcing - Sourcing Categories
-~ [C1%f Buy Categories
- [ ;= Sell Categories
L.\ 5 405-00 - Fuel, Oil, Grease And Lubricants
425-00 - Furniture: Office
[T 485-00 - Janitorial Supplies, General Line
L O 3 909-00 - Building Construction Senvices, New
[ [ 912-00 - Construction Services, General
i [C] @) 948-00 - Health Related Senices
- [0 952-00 - Human Senvices
-0 i 204-00 - Computer Hardware And Peripherals For Microcomputers
i i 920-00 - Data Processing, Computer, And Software Services
- gy 918-00- Consulting Services
i [ 005-00 - Abrasives

Save



Step 4:

Add a User lFa\ror'rtes © Main Menu > Maintain Suppl;er Information > UserPro@

. . Setup User
Users are people in your company who can login, -
. . . . Logon Information
bid, and view account information. You may have

multiple Users on your account. Note: if you are User ID: lauracarmichael
adding a new user and want them to be the Description: [sales Rep
designated Primary Contact, complete Step #2
after adding the new user.

(Examples: Fred Smith, AP Department or Buyer)

Account Locked Out?: [] (Click here to disable the access to the system for this user)
Navigation Path: Main Menu > Maintain Supplier Operator Password (Encrypted): [sesessssecesses
Information > User Profiles Confirm Password: [easasssesesease

*E_mail Address: laura.carmichael@Imncorp.com

At the Security page, click the grey “Add a New - -
Value” tab, then type in desired new User ID Language Code: ¢
(login name) and click “Add.”

<tsr
Perzonalize | E | # First Bl qor1 I Lo

Enter the following: e SrriesT
Description: Use job title. _ .
|_ Add a User Role | I
Password: Must be at least 8 characters. The Supplier Access Personalize i First BT 4 071 D Last

following special characters may be used: =
l@#S% &*()- =+\[[]{};:/?.><

Confirm Password: Re-enter password, and save dddnfunalios

User’s UserID and password.
P Save Return to Search List

Email: Enter User’s email. * Required Field

Click “Add a User Role” and continue on the next
page.



Step 4.

Add a User - Continued

Select one or more roles for the new User

by C“Cking the appropriate bOX(ES). Favc‘nl"rtes Mainvrv'lenu »  Maintain Suppllerlnfnrmation »  User Profiles

Event Vendor
User can bid on solicitations. Select Roles

SC_eSupplierAddressesContacts

Role Name Description
User can add Contacts to account.
Event Vendaor SC EventVendar
SC eSuppIierAdmin SC_eSupplierAddressesContacts eSupplier Addresses/Contacts:
USEI" can create update and assign roles SC_eSupplierAdmin eSupplier Administrator
7 7
to other users. SC_eSupplierUserManageOrders eSupplier Manage Orders
ISC_eSupplierUserReviewPayments eSupplier Review Payments
SC_eSupplierUserManageOrders - —

User can review and acknowledge
Purchase Orders, view Order Summaries,
and view Receipts.

SC_eSupplierUserReviewPayments

User can review invoices, payments, and
account balances.

Click “OK.”



Step 4:

Add a User — Continued

To associate the new User with your
company, click “Add a Supplier.”

Click check box next to Supplier Name.

Click “OK.”

Click “Save” on the next screen.

Fa\rq'rtes Main'Menu > Maintain Suppller]nforr‘rﬂtion »  User Profiles

Setup User
Logon Information
User ID: lauracarmichael
Description: [ales Rep
(Examples: Fred Smith, AP Department or Buyer)
Account Locked Out?: (Click here to disable the access to the system for this user)

Operator Password (Encrypted):

Confirm Password: ‘.l.l.l.l.l.l.n.

*E-mail Address: \Iaura.carmlch ael@lmn.corp

English -

Language Code:

Personalize | E First 14 1-50f 5 ]
Role Name Description
Event Vendor 5C Event Vendor |£e{e|
SC_eSupplierAddressesContacts e3upplier AddressesiContacts: |@
SC_eSupplierAdmin eSupplier Administrator |@
SC_eSuppliertUserManageOrders eSupplier Manage Orders |@a|
SC_eSupplierUserReviewPayments eSupplier Review Payments |@a|
| Add a User Role
Supplier Access Personalize | H First K1 1 071 DI Lt
Name
Add a Supplier | I

Select a Supplier

Supplier Names Personalize | Find | B | % First £ 4 o7 4 1 Last

[ oK | | Cancel |




Step 5:

Locking a User out
of Your Account

At this time, Users can be locked out
of accounts, but not deleted.

To lock out a User, please send an
email request to efs-vendor-
desk@sonoma-county.org.

Include your Vendor ID number, the
User ID to be locked out, and your title
and contact information.

Send

To..

Cc...

Bee...

Subject

EFS Vendor Desk

Please lock user out of vendor account


mailto:efs-vendor-desk@sonoma-county.org

Step 6:

View and Change Company
Addresses

Company addresses are view-only.

To view addresses, follow navigation
path:

Main Menu > Maintain Supplier
Information > Addresses > Edit

Address will display but no changes can
be made from the screen.

To change your company’s address, email
efs-vendor-desk@sonoma-county.org and
include the following information:

*New Address
*New Phone
*Date Change will take effect

*|f you have multiple addresses, please
specify which addresses should be used
for remitting, invoices, and general
mailing.

Favarites Main Menu > Maintain Supplier Information > Addresses

Maintain Addresses
Current Addresses

Personalize | Find | B | 3 First

— Address Use

Description Addreszs Type
General Mailing Address Business Edit
Remit Address Business Edit
Business Edit
Add a New Address


mailto:efs-vendor-desk@sonoma-county.org

Step 7:

View Invoices, Payments,
and Account Balances

Navigation Path:

Main Menu > Review Payment
Information

Select Invoices, Payments or Account
Balances, and search for desired
information.

Favorites | Main Menu
Search Menu:

Top Menu |

Maintain Supplier Information

Manage Events and Place Bids

Manage Orders

Review Payment Informa _

Highlight: (3 Reporting Tools E] Invoices
D Change My Password D Payments

Recently voc puges om appos o [=] Account Balances

- w w A4}

The menu
started.

1 Main Menu to get

Loor



Step 8:

View Purchase Orders, Order
Summaries, and Receipts

Navigation Path:
Main Menu > Manage Orders

View or acknowledge Purchase
Orders, view Order Summaries and
Receipts by selecting the
appropriate category, then
searching for desired information.

Favorites @ Main Menu
- : -

Search Menu:
Top Menu | @ .

3 Maintain Supplier Information

3 Manage Events and Place Rids L
The menu
started. (1 Manage Orders

3 Review Payment Informa D Purchase Orders

Acknowledge Purchase Orders
5] view Order Summary
[5] View Receipts

Highlight: (3 Reporting Tools
D Change My Password
RECE"tI? S RN LY ] FIJHLF-\.F Hway Ldr.l'r.l'\.rl.ll e
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