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User Management Functionality
. Administrator Dashboard

+  CreateUseror Admin

. Modify User

+  PasswordReset

»  Suspend/RestoreUser

. DeleteUser

From the Hamburger menu
1. Choose Administration

2. Company & User Management

Fromthe Dashboard, view:

1. Usersby Role (click the chart)
2. Company Profile

Things to Know

Getting Started
C‘O@ OAdministration

Company & User
Management

Dashboard

3. Pending and AllUsers (click Go to Full List)
4. Submitted requestsor add a new user (click View all requests)

51 User by Role

=] Total Users ‘
User Management

o _

@ Name User Type 1, Role
@ Customer User Customer User Repair, Billing , Maps , Quoting
@ Customer Admin Customer Admin Repair _illing, Maps . Quoting
@ Customer User Customer User Quoting , Ordering , Maps
@ Customer Admin Customer Admin Ordering , Repair , Quoting , Maps

UserAdmin

@ Customer Admin Customer Admin Quoting , Ordering , Repair , Billing

Company Profile

CLE Company

@ 600 HIDDEN RIDGE
rving TX
usa

= Account Manager
ManagerName
(222) 222-2222

festmail1 @verizon.com

Go To Full List Requests
Status t, Name Email Request Type
® Active @® ATCABCL CUST1@COMPANY.COM App Request
® Active @ ATCABD1  CUST2@COMPANY.COM App Request
® Active Request
e @ ATCABE1 CUST3@COMPANY.COM fepRes
@ Active ® ATCABFLl  CUSTA@COMPANY.COM App Request
o Actve @ ATCABGL  CUSTS@COMPANY.COM App Request

verizon’
business

Verizon Partner Solutions Exchange
Company & User Management Job Aid

View all requests
Date Submitted
111052022
/052022
11/05/2022
111052022

11/05/2022
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Create User | Admin

Fromthe Administrative Dashboard, under Requests click:

1. Viewallrequests
2. AddNewUser

Requesis o

Harme: Email Request Type Date Submitted
@ ATCABCLl  CUSTI@COMPANY.COM App Reguest NS0z
@ ATCABD1 CUST2@COMPANY.COM App Request NS
@- ATCABE1 CUST3@COMPANY.COM App Request NS0
(@ ATCABG1 CUSTS@COMPANY.COM App Request MO
& ATCABF1 CUST6@COMPANY.COM App Ry Iy

Create User Details

Enter First & Last Name

Add Email Address

Create anadminuser by using the slider (Yes
for Adminor No for basic user)

Add Role(s)

Click Send Link

Obtainuser registrationemail and click the
Register Here link within24 Hrs.

Create User ID (email address cannot be used),
Password and Secret questionand answer

N oo~ O

verizon’

Test User,

You are receiving this email because you are being setup with access to the Verizon
Wholesale Portal.

Your Admin
to set you up with a new Userld.

Please follow the link below to set up your Userld and Password
e REGISTER HERE

1as initiated a process

Note:

Review the User ID activation email (User ID and
login link to the Verizon Partner Solutions Exchange
portal)

Login to the Verizon Partner Solutions Exchange
portal with new User ID and Password

Pl e Tpe- v @ 2 Add New User

e Poney Emalty DeeSibmited ecuatipe

ATCABF1 8005551212 CUST6@COMPANY.COM 10082000 Hop Rouest

Add New User X

@ FirstName LastName

Email 0
ema e

‘ Quoting | Order Repair

Billing ‘ Al |ijedMlnagemenl

=D
User ID G

Minimum 6 characters, can not be all numbers,
no spaces allowed

-]

First Name: Test
Last Name: User

Password

Password strength :

Minimum 8 characters. maximum 20 characters, atleast1letter and 1 number, and
is case sensitive.

Gannot match User ID, cannot be an easily guessed password, and cannot have
spaces.

Confirm password

Secret question

Select a question ~

Minimum 3 characters, maximum 40 characters. the only special character allowed
is a period.
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Fromthe User Management sectionof the

verizon’
business

Verizon Partner Solutions Exchange
Company & User Management Job Aid

Modify User

User Management o Go To Full List
Dashboard Name UserType 1, Role Status 1,
. ® Cust One Customer User Repair , Billing , Maps , Quoting ® Active
1. SelectGotoFullList
. ® Cust Two Customer Admin Ordering , Repair , Quoting , Maps @ Active
2. Click All Users Userhvimin
® Cust Three Customer User Quoting , Ordering , Maps ® Active
3' Use WorkIISt (Or SearCh bar) to determlne ® Cust Four Customer Admin Ordering , Repair , Quoting , Maps , @ Active
which User ID to modify UserAdmin
4. Click the Actionbutton rd
Pending Users | All Users e
—
I Search User e
Fiterby:  staus A1 v el . €
FirstName #, LastName #, UserID #, User Type t, Roles Status Action
2Test User 2TestUser Customer Admin Quoting , Maps , UserAdmin ® Active /
4Test User 4Tester Customer Admin Quoting , Ordering , Repair , Maps , Billing , UserAdmin @ Active

®

Modify any of the following fields: o samin )
User ID: 2TestUser Role(s)

1. Admin:Yes|No e v | e | ey | 0| ot [
() SuspendUser
(@) Resat Password

2. Role(s)
Click Update

( Deteteuser )
\ J

Contact Information

EMail
Work Phone
CellPhone
Address
ZipCode

1234567890

Suspend User

Select one of the following actions:
1. SuspendUser
2. Clickto SuspendUser

Edit User X

@

i
CertTestFPrd
CertTestLPrd Role(s)
User ID: CertTestFPrd
[N Order | Repair | Biling Al ProjectManagement [IVE 3

® Active

Suspend User
(@) Reset Password Suspend User

@

User will not be able to login to the vps platform until re-activation

() CEDO

Verizon Partner Solutions Exchange Training

11.15.2024




WS
ll.‘ W
’l‘

iR

verizon
Verizon Partner Solutions Exchange
Company & User Management Job Aid

i
Ui,

Reset Password

Fromthe User Management sectionof the
User Management 0 To Full List
Dashboard _—
Name " User Type fl, Role Status fl,
1. SeIeCt GO tO FU” L|St ® Cust One Customer User Repair , Billing , Maps , Quoting @ Active
H Cust Two Customer Admin rdering , Repair , Quoting , Maps @ Active
2. CI'Ck A" USG I’S ® SserAdmmR . "

3 Use WOFk|ISt (OI’ SearCh bar) tO determ|ne @ Cust Three Customer User Quoting , Ordering , Maps ® Active
Wh|Ch User |D requires a password reset ® Cust Four Customer Admin Ordering , Repair , Quoting , Maps, @ Active

UserAdmin
4. Clickthe ActionButton rd

Pending Users | All Users e
I Search User 6

Filterby:  status - All v Role - All v @ Download Full List

FirstName #, LastName #, UserID #, User Type t, Roles Status Action
2Test User 2TestUser Customer Admin Quoting , Maps , UserAdmin ® Active /
4Test User 4Tester Customer Admin Quoting , Ordering , Repair , Maps , Billing , UserAdmin @ Active / o

Select one of the following actions:

1. ResetPassword ® i
CertTestFPrd
2. SendPasswordreset link to user CertTestLPrd Role(s)
(Via ema”) User D CertfestiPrd Order | Repair | Biling | All | ProjectManagement ﬂ
® Active

Suspend User Reset Password
BesetPassword Are you sure you want to send a link to the user for resetting password?
(- 2,

Delete User

Select one of the following actions: ® @)

2TestUser

User ID- 2TestUser Role(s)
1. DeleteUser ® sesive A ET— - |
2. ClickDelete & Sl

(@) Reset Password

Delete User
This actionis permanent and cannot be redone.

on.m. User ) Delete 2

Verizon Partner Solutions Exchange Training 11.15.2024 4




