SRP-MIC Vendor Portal

The SRP-MIC vendor portal allows vendors to register their account, reset forgotten passwords, and
login to access the application features.
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Welcome




Create an Account (Register)
Click the “Create an Account” link.

Request an Account

Enter a valid e-mail address to receive the registration request and click the “Request Account
Registration” button. A link will be sent with a unique code for that registration that expires in 24 hours.
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Vendor Porta' Registralon Request Submitted




E-Mail Address Already Registered
If an e-mail address is entered that has already registered, an e-mail will be sent to that address
notifying the user that a request was made and instructing them on next steps.

H © L Registration Request - Message (HTML)

File Message Q Tell me what you want te

do-not-reply@srpmic-nsn.gov
Registration Request

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser.

Dear customer,

A reguest was made to register this e-mail with the Salt River Pima-Maricopa Indian Community (SRP-MIC) Vendor Portal, but it
was already registered. If you know your Username and Password, login to the portal to access its features. If you do not
remember your password, you can request a password reset,

If you requested your account within the past few business days, it may not be ready for use. You may contact vin@srpmic-
nsn.gov to check the status of your account.

If you did not request an account for our Vendor Portal, please contact vm@srpmic-nsn.gov to have the account disabled.

Thank you,

Vendor Maintenance

Salt River Pima-Maricopa Indian Community
vm@srpmic-nsn.gov

(480) 3623000
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New E-mail Address Registration
If the e-mail address has not previously been registered, an e-mail will be sent to that address with a link
to continue the registration process.

H® O 4 = Registration Request - Message (HTML)

Message Insert Options Format Text Review Q Tell me what you want te do...

Mon 12/9/2019 3:02 PM
do-not-reply@srpmic-nsn.gov
Registration Request

To

6 If there are problems with how this message is displayed, click here to view it in a web browser.

Hello,

A request was made to register this e-mail with the Salt River Pima-Maricopa Indian Community (SRP-MIC) Vendor Portal. Follow the link below (or copy
and paste the URL into the address field of your browser) to complete the registration process.

You will step through the following tasks:

e Create a user name and provide your full name and optional nickname
s  Create a strong password

If your business is not already registered with SRP-MIC, you will also be required to:

s Enter your business details including name, address, and tax identification number
+ Upload a copy of your W-9 form
s Upload a copy of our ACH form (if you would like electronic payments)

Once complete, your registration will be reviewed for approval. You will be notified via e-mail if any further details are needed and when the review is
complete.

Your unique registration link (expires in 24 hours): http://vendorportal.srpmic-
nsn.gov/security/register/c8b9bed7f2dbf04f0e10fe7682c00113 7427226921 c6af4e6855b80daa052cae

Thank you,

Vendor Maintenance

Salt River Pima-Maricopa Indian Community
vm@srpmic-nsn.gov

(480) 362-000

Following the unique registration link will land the person on a page with further instructions



Continue Your Registration

Click the “Continue Registration” button.
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Reqgistration | Account

Enter a unique username, your first and last name, an optional nickname, and a secure unique password
for this website. Any warnings will be displayed on this screen and will require the user to correct them
before proceeding to the “Next Step.”



Registration | Account

Username, first name, last name, password and repeated password must be provided.
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Registration | Account

You will be warned if a username is invalid or if the password and repeated password do not match.
Username must not already exist, must be no longer than 20 characters, and may not include spaces or
special characters.



Registration | Account

You will be warned if your password does not pass the strength requirements, and those requirements
will be shown on the screen. They are:

o Atleast 12 characters in length and include at least 1 each of the following
o Upper case letter
o Lower case letter
o Number/digit
o Special character (e.g. |@:#,5.%"&;*~)
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Registration | Account

Click the “Next Step” button, and if everything passes the requirements, you will continue.

Registration | Business Detall

Enter the name of the business or “doing business as” if it is different than the business’ legal name.
Enter the legal name from the W-9 unless it is the same as the DBA. Choose the tax identification
number (TIN) type that will be provided and enter the TIN. Finally, indicate whether this business is
already registered with SRP-MIC as a supplier. Most businesses that register will do so for the first time.



Any warnings will be displayed on this screen and will require the user to correct them before
proceeding to the “Next Step.”
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Vendor Portal

Registration | Business Detall

Click the “Next Step” button, and if everything passes the requirements, you will continue.
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Registration | Business Detall

Choose the type of business. Depending on the type chosen, you may need to choose whether that
business provides attorney or medical services. The default is neither. Not every business type will allow
selection of attorney or medical services.

Registration | Business Detall

Business type must be provided.



Registration | Business Detall

You can click the “Previous” button to return to the business name screen, or click the “Next Step”
button to proceed with the registration.

Registration | Addresses

You must provide a physical address at a minimum. You have the option to provide additional addresses
for ordering, remittance, or from your W-9. The do not need to be added if they are the same as the
physical address.
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Registration | Addresses

If you choose to add additional addresses, click on the appropriate tab.
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Vendor Portal

Reaqistration | Addresses

On the extra tabs, you have the option to copy from another address that you have already provided
(e.g. Physical) to provide a starting place for adding that address. Remember, you don’t have to copy the
physical address to each of the other addresses if they are all the same address.
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Reqistration | Addresses

A physical address must be provided and must include a street address (traditionally address line 1), a
city, a state or province (depending on the country), and a postal code. You may provide an additional
address line for details such as suit number, department, or stop.
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Vendor Portal

Registration | Addresses

Click the “Next Step” button when you have provide all of the addresses necessary.



Registration | Contacts

You must provide a general contact at a minimum. You have the option to provide additional contacts
for receiving, accounts payable, or sales. The do not need to be added if they are the same as the
general contact or if you do not have a contact for those areas.

Registration | Contacts

A general contact must be provided and must include a full name, e-mail address, and phone number.
You may optionally provide a fax number and a business website URL.
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Vendor Portal

Registration | Contacts

You may provide additional contacts on each of the other tabs if the details differ from the General
contact.
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Registration | Contacts

Click the “Next Step” button when you have provide all of the contacts necessary.
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Registration | Document Upload

Finally, you must upload a copy of your completed W-9. You may also upload a completed ACH
Authorization form if you wish to accept electronic payments. If you do not upload an ACH form at this
stage, electronic payments may be delayed.

Vendor Portal

Registration | Document Upload

There are links to the IRS W-9 form and to custom SRP-MIC W-9 and ACH forms.



Registration | Document Upload

A completed W-9 form must be provided.
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Registration | Document Upload
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Uploaded files must be a PDF file type.



Registration | Document Upload

Uploaded files must not exceed 5MB in size.
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Vendor Portal

Registration | Document Upload
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You can click on the box to select a file or drag and drop the file from your desktop.
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Vendor Portal

Registration | Document Upload

Click the “Submit Registration” button to complete the registration request.
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Vendor Portal

Account Registration Complete

Your account registration will be reviewed, and you will be notified when your account is available to
use.



Forgot/Reset Password

When a forgot password reset is initiated, you will be asked for your user id and the SRP-MIC
supplier/vendor id associated with your company.

Forgot Your Password?

Contmoe

You can find your supplier id in the header of a recent SRP-MIC purchase order sent to your company. If
you have logged into this version of the vendor portal in the past, you will also see it displayed near the
top of the browser window.

Purchase Order

Salt River Pima-Maricopa Indian Community
10005 E OSB8ORN RD
SCOTTSDALE AZ 85258
Uniled Suates

Dispatch via Print
age

l

To ensure prompt payment, the PO number must appear
on both the Invoice and the packing siip,

Attention: Hol Specaled

8l To Al ervusces must be submitied va wpioad o
rine I A B e a S STl

1 - Supplier/vendor id highlighted on Purchase Order header



SRPMC-0000000000 2] (0] ot Dee O.
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2 - Supplier/vendor id highlighted from inside the Vendor Portal application
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Vendor Portal

Reset Password Request Submitted
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If your user id and vendor id match the records in our system, you will receive an e-mail at the address
associated with that user id.

Dear john

You recently requestad 1o reset your passaoed for your Sa Raver Pma-Mancopa indian Cammunity (SRP-MID) Vendor Portal acoount. This password
reset s ooty valed for the nect 24 hours. Click thes Sok or copy/paste the URL =to your web Browser: Mips)/ /vendionportal urpme-
s gav/VendorPartal Aecurity/resstpasrened/DAXTbaddin T 1910¢ 7S TSR ASIAcAEEI P IR T IHAAD 366 1 Taa 7217 190 04

I you did Aot reguest 3 passwond meet, pleass ignare the emad Of contact the vendor maintanance team if you have gquestions
Thank you

Vendor Maritenance

Salt Ravos Pina-MNaricopa Incian Commundy

vendormartenance S sIpmec nan.goy
M8 362-TT2Y




The e-mail will contain a link to begin the reset process using a unique one-time code that will expire in
24 hours. If you ever see this e-mail without having requested a password reset, it should be safe to
ignore it. Without that unique code, your password cannot be reset.
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™
Enter your new password and repeat it.
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You will be warned if the password and repeated password do not match.



You will be warned if your password does not pass the strength requirements, and those requirements
will be shown on the screen. They are:

o Atleast 12 characters in length and include at least 1 each of the following
o Upper case letter
o Lower case letter
o Number/digit
o Special character (e.g. |@:#,5.%"&;*~)
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Welcome

If the password is accepted, you will be redirected to the login page where you can login to the system.

Forgot Username
When you have forgotten your username, you can click on the forgot username link from the login page

to begin the recovery process.
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Vendor Portal Forgot Your Username?

You will enter the e-mail address associated with your user id and click continue.



@ Acoount Feient| RPME W X+
; veos0omOo @

Recover Username Request Submitted

If the e-mail address you provided matches our records, an e-mail will be sent to you with your user id

Dew John

You recently Mauetind 10 100V Your tnermrames for Rowt Bumra Mancops indian Co ity [She M) Vendor Portal sccouwr, Your username

Fow R B0TSURS L useTRame

teart 1 Yo havw gusstom

W pOu B Aot Feuest & UANIEm recover . Dhptie inore s wma S 1P vendue mardeter s
hank yo
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You can now go to the Vendor Portal website and login or recover your password if you have forgotten

that as well.



Basic Navigation
This section covers the basic features and navigation of the system.

Dashboard
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PORTAL
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This screen gives you an overview of the activity in the system. You will see a summary of alerts needing
attention, number of documents uploaded by type, and recent system activity. You can also manage
alerts and messages and adjust your profile.



Manage Invoices
This screen is where most of the activity will take place. It is where invoices and other documents can be
uploaded and reviewed.
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The “Invoices” tab shows all invoices that have been uploaded to the system for this vendor. Clicking the
red and white “+” icon to the top left of the grid allows you to upload additional documents.
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You can upload an Invoice, a Revised Invoice, a Release of Retention, or a Credit Memo from this screen.

Upload Invoice
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Click the red/white “+” icon and choose “Invoice.”
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You can click the “Instructions” bar to show/hide further details and rules about the invoice upload
process.
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You can click the “?” icon next to PO Number to learn about the PO format and where to find the
number on your SRP-MIC purchase order.
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Purchase Order
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The entire purchase order number, including the leading alphabetic characters and the dash, are
required to find a match in the system. Failure to provide the valid purchase order number will prevent
you from uploading an invoice.



After entering the details of the invoice, including the PO Number, Invoice Number, Amount Due, and
Invoice Date, you can click the box or drag and drop a file to upload your invoice.

Click the “Upload File” button.
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If you enter an invalid PO Number, you will get a warning and need to correct the number before
proceeding. If you have questions about your purchase order number, please contact the SRP-MIC
representative with whom you are contracted.

View Invoice Details (including Payments)
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Once a document is uploaded, you can see the status in the left hand column of the list. On the Invoices
tab, you also have shortcuts to upload a revised invoice or credit memo for the invoice.

Invoices Rev

Vendor Id
Filter by:
Pending E | [# <—sreMe-peas— Upload Revised Invoice.
Paid v | [# B esRPMEe886— Upload Credit Memo

Inactive @ | [ B |SRPMC-0000
Approved [# B |SRPMC-0000
Uploaded X | [ B |SrRPMC-0000
¥ | = B |lconmr annn

Clicking the status icon displays the details for the document.
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The details include your SRP-MIC Vendor ID, the Invoice number, the PO Number, the Invoice Date, the
Received (Uploaded) Date, the original file name, and the Amount of the Invoice. You can also see any
payment details here once a payment is applied to the invoice.

The filename in the document list will be a link to display the document if it was uploaded fewer than 5
days earlier.

You will see similar details in the Revised Invoices, Releases of Retention, and Credit Memos tabs when
clicking the status icon.



Manage Other Documents
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Under manage other documents, you will upload Statements and Other documents. The status in the
left hand column of the list will always be Uploaded. You can click the status icon to view the document
details.
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Other Document Detail

Creation Date
Flle Name:
Tyoe

Note:
Confidential

Close

Details show the document Creation (Uploaded) Date, the original file name, the Document Type, and
any Notes associated with the document.



The types of documents you may upload include ACH documents for electronic payment, Address or
Contact Change details, AP Verification forms, Certificates of Insurance, Vendor Certification forms,

updated W-9 forms, or general “Other” documents.

Manage Users
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Finally, under Manage Users you may add and edit users that can access the application for your

company.
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Clicking the red plus icon near the top left of the user list will open a dialog box. Enter an email address
and click Send Invitation to invite another user to register for the portal. They will need to provide the
Business Name and Tax Identification Number (EIN/TIN/SSN) during the registration process for
verification.
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Clicking the magnifying glass icon next to a user account allows you to edit the account. You can
activate/deactivate the account, and change the first name, last name, an optional informal name, and
email address. Be sure to save your changes.

You may also initiate the password reset process for that account.



