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INTRODUCTION

Buying organisations that wish to use smartbuy® TRADE are asked to nominate a
representative from their organisation to be the smartbuy® Buying Organisation
Administrator.

As the Administrator, you are the key link to smartbuy® for your organisation. You have
the responsibility to understand the functionality of smartbuy®, create additional users
for your organisation and ensure new users are aware of their responsibilities.

Following registration of your buying organisation in smartbuy®, you are required to
complete a short training session to learn the core functionality of smartbuy®.

You may choose one of two options for this training:

1. Attendance at a one day (7 hour) instructor led PC-based training course
(covers search and browse, purchasing and administration of your
smartbuy® account)

OR

2. Completion of four self-paced eLearning Workbooks (approx. 1-2 hours
per workbook)

If you choose the second option, you should already have worked through the Getting
Started Search and Browse Guide.

This workbook is the second self paced learning workbook. You will follow workbook
instructions to complete online exercises in the smartbuy® Training Environment.

Once you have completed this workbook you will be able to:

e Logon and navigate in smartbuy®
e Manage your organisation’s profile
e Create and maintain users

Workbook Completion

When you have completed this workbook, email the NSW Procurement Learning and
Change Management (L&CM) Team at ebs_training@services.nsw.gov.au to inform
them of your completion. The L&CM Team will check the exercises you have completed
in the training environment, and then contact you to enable you to proceed to the next
step.

A division of the Department of Services, Technology & Administration Introduction
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What You Need
This workbook.

Access to the smartbuy®website: www.smartbuy.nsw.gov.au

Access to the smartbuy®online training environment details (provided to you by the
NSW Procurement Learning and Change Management Team).

Time over the next week to complete the workbook, including the skill builder exercises
in the smartbuy® training environment.

Note. You have been granted access to the training environment for a period of up to
one fortnight.

For additional training time, contact - ebs_training@services.nsw.gov.au

Workbook Conventions
Every task in this workbook is identified using the following symbols:

@ Logon to smartbuy® Tip

Skill builder —

Overview E% exercises to be

completed in the
training environment

Note /) Send/Email

Introduction
Page 4 of 13
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MODULE 1: LOGGING ON AND NAVIGATING IN SMARTBUY®

Overview
In this module you will become familiar with logging on and navigating in smartbuy®.

Learning Outcomes
By the end of this module you will be able to:
Logon to smartbuy®

Locating the Navigation Bar

Prerequisites
Before commencing this module you should be able to use your Internet web browser.

You should also have worked through the Getting Started Search and Browse Guide.

1.1 Logging on to the smartbuy®training environment

Steps...

1.  From your Internet Browser, type in the URL of smartbuy®training environment.
The URL is https://training2.smartbuy.nsw.gov.au/

2. Enter your <name> in the ‘Name’ field
Enter your <password> in the

nemes [ ‘Password’ field
password: Enter your <organisation> in the
e - ‘Organisation’ field

Click LOGON

If you have forgotten your password, or if
you are experiencing problems, contact the
administrator,

Fig. 1 Training Environment Logon Screen
Logon fields are case sensitive

Contact ebs_training@services.nsw.gov.au if you have not been given your training
logon details.

You may need to reset passwords and set two authentication questions and answers.

A division of the Department of Services, Technology & Administration Module 1
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1.2 Navigation Bar
The navigation bar at the left hand side of the screen remains in constant view while a
user is logged on to smartbuy® (see Fig. 2). The menu available on the navigation bar
varies depending on the access rights of the user who is logged on.
. i [J00) B | My Profile ? Help ! Support |E Lo
. Organisation \
"l Manage Catalogues M
Navigation| : [Eraat
Bar il Approval Workflow ...to smartbuy,
H Agency eRFQs Admin Admin
Bl Eulletin Board
[l Reporting
Bl oreferences
E:z:"mgh'mat-m" To view the details of the message dick on the message title.
i R
R 31-U7-2006 SMArtbuy® has gone GKEEN
= Rolas: We've gone green with the introduction of
B S s greenbuy. A range of sustainable products
Administrator catalogues are available online now for
u Last Logon: purchasing. Catalogues are listed & items are
TEAULELLE DEeilenn [T flagged with icons to help you...
m Last Failed Attempt:
51-07-2006 5ma_rtbu1® - More than
Stationery
Delivering you the opportunity to purchase more
thaq st_atianr',-. A wwdel range of categories &
Fig. 2 smartbuy® Buying Organisation Home Screen
The user logon you are viewing has been given The Buying Organisation Administrator
access role.
Module 1 A division of the Department of Services, Technology & Administration
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MODULE 2: BUYERSITE USER ADMINISTRATION

Overview
In this module you will learn to:

Manage your organisation’s profile information; and

Create user accounts.

Learning Outcomes
By the end of this module you will be able to:

Modify your Buyer Organisation profile
Create a new user account with appropriate access rights

Modify user accounts and access rights.

Prerequisites
Before commencing this module you should be able to use your Internet web browser.

You should also have worked through the Getting Started Search and Browse Guide

2.1 Organisation Profile Maintenance
2.1.1 Modifying Organisation Profile

The Organisation Profile is entered in the first instance by NSW Procurement. The
following procedure enables you to modify your Organisation’s Profile details.

1.  Logon to the smartbuy® training environment.

Steps...

& G My Brefile T Hale ! Gusport |5 Legal¥

o Welcome!

e smaribuy.
Adosin Sdmmin

To ves the datuilc of the meccage dicde an the meccage SHa.

Weloomee o the simarthuwE
27T -0&-2006 N
18] i u

Wiaw all Masrages

Fig. 5 Organisation Home Screen
2.  Select Organisation on the Navigation Bar
3. Select Profile on the Navigation Bar

THE GENERAL TAB SCREEN WILL DISPLAY BY DEFAULT.

A division of the Department of Services, Technology & Administration Module 2
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& Home O My Srafle T Hale | Susport | B Legel

(LSRN Canback [l | Alibutes
ADHINTRAIN 25 - Eempral

Fiedds with & red srterish {*) are mandatom

Hanwe! BOHINTRAIN 25
H=H ADHINTRAINZS
[T |

AHMN S5 ZID0A1ES

GST Branch Code [oe
SAMIE BD:
Besoriptien admind stration Traning Srgamsabion Mo, 25
Marchase Currensy: AL

Fayment Typer

Contact Title: |Ma

Firs Fame:*

Ermaail:™  [adice, aRonSorain. nem, goe AL
EERETTOE]

Allow external access (isboendl:  Yes

AAce Last Nanwe™ [Ahaon

=Hame:
admie admis

= Srganiakian:
ADRINTRAIN 25

= Reclag
Buying Trganirstian
A e gt RS E

Preferved Hotification Meifod: [EMal =

Fuax:

LA Lagen

0TS Z00e 1L1E450 AN

= Laaz Faiad
CrTL T

Access Trawel Ferwices:  Ro

Entarce Password Quakity! Mo
| pEEEEmEEn

Ay LRl |
-

Fig 6 Profile — General Screen

4.  Add/modify the <data> in the appropriate field/s.
The ‘DUNS’ field may be left empty if your organisation does not have a D&B
D-U-N-S number. Some suppliers require you to have a D-U-N-S number to trade
electronically with them through smartbuy®.

5. Click on APPLY

6. Select Contact Info tab

the <data> in the appropriate field/s then Click APPLY

EEUEE Cantact Info 10T T

ADHINTRAIN 2% - Conkack Info

Gite Address
Branch oF Diwisaon!
Flaor:

Muildimg:

Street Address:®
Suburk:®

Stake:®

Past Code
Counkry:

Eastal dddeess

Branch or Biwisson:

Flanr

Buildimgr

Streel Address or PO Bos:®

suhurh:*

B Jrganabant Shaker™
ACRINTRAIN 25

i Past Code:®
Buying Srgsnirstian Countrys

fud m i gt ko
- LA L gen
A0 Z00E 11134 550 AR

= mre Fadad eHamne

& home 0 My frefile T Falp | Suspon B Legal?

Conkack Person
[Depatment of Traning. Titier*
—
13 Sandy Streed
Eadnes
s
foon

First Mams:*
Laxk Mansn;*
Fosition Title:
Felephome (Direct) [eeraszee
[famsms
—

ke _aHarirsn . niw goy. s

Facsimibe (Dirsct
Fobile Phone:

Conkact Betails
Telephume {Agencyh:® FEESFET
FATIOO0ND

aboe AHOTEHrEn. nE W gy

[Gepartrant of Tramima
E—
 —
(T
Sydney

RS W

foos
Austrelin -

Facsimile {Agency ="

eemail (Agency b

A —
L ==
Fig 7 Profile — Contact Info screen

Module 2
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2.2 User Administration

As the Buying Organisation Administrator, you have the authority to create the
smartbuy® user accounts required by your organisation. The table below shows some
of the user types (access roles) that you could allocate to your users.

Access Role Description

Agency Guest Account | This role enables users to search & browse catalogues with
products

User Administrator This role may create, delete, activate and de-activate user
accounts.

Buying Organisation This role has aggregated permissions of all other BuyerSite roles

Administrator except rights to handle purchase orders.

Table 2: Access Role Descriptions

One user may have more than one Access Role

More than one user may have the same Access Role

The User Administrator role gives authority to the person with that role to create and
modify user accounts.

2.2.1 Create a User Account

,ll/ Steps...
1. Logon to the smartbuy® training environment with your allotted login details.
o My Prafile T Hals .|_$u:|.lull._';'|_bwu|'f
~__ Welcome!
i [EFIE @ my Profile 7 Help ! Support | Bl Lagaff
ik s artisuy,
Adnsin Adnmin
Ta Waw the detsile of the rmeceage dick an the meceags sHa,
Welenimee to the simartbiuyE
ET-06-200in Hatin N
Vian sl Magrsgan
Fig. 8 smartbuy® Buying Organisation Home Screen
2. Select Organisation on the Navigation Bar
A division of the Department of Services, Technology & Administration Module 2
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3.

4,

Select Users on the Navigation Bar

W Home O My Erefile T Halp | Suspont | B Legalf

Simple User Search ... Switeh te sdeancad Saarch
Hura ar 100 [ (Find |
Select fll | Last Hame | First Hame | o Status
= Admnin Al adein SDHINTEAIRIS Ative
r | Gumst | Gumst | fumen i
n  [em ok
Fumui .
Showng I - 2 of 2 e,

Lagon Infoemnatian
= Hame
Adimis admis
B Jrgantabian:
ADRMINTRAIN 35
mRodag

Buying Srganiratian
Adrind gtrakas

i
00T 0102:ET BN
Faiad Sthamp

Harae | My Becfile | Hefp Lo

Fig. 9 Simple User Search Screen

Click on NEW

THE GENERAL TAB WILL DISPLAY BY DEFAULT. SEE FIG 10 FOR SCREEN DETAILS.

5. Enter <data> in the appropriate fields

@ | Hema [ My beofle 7 Help 1 Supees |0 Logel¥

Lzarr * Crests Haw Urar @ Gesarsl

m! J.ﬂr\hubes.#oous Me:.Dmnmr:\t Roles-cust Cantre hle-:‘!.m:ses‘neleqmes

Fialds with atarizk: (*) s mandator.
anmmms AR EEEEEEESEEEEEEEEEEES

User 10:% - FF  achve
»

slilledunsnnnnnnnnnnunauannnnnnnnnnnns” F  Desctreals Account Shar Thrae Corascctive Failad Lagen SHampts
First Hanse:* 2 First Lugen: nEwar
Last Hame:® I Lastiogon: nEwar
Fosition Title: Last Failed Logon Atbempt  newer
Phone Business: [ mamberof Legons: o
Fhone Business Direct: I—
Phone Business Mobale:

Freferred Motilicalion [Eral =]
Methed: ENwil I
Email:®
Pref nm Fans -
Logen Infermation

A 4
= Hares s " RN T A T
Admrén Admn : LEgne 2,

& Organization: = | | Passmard:* H
ADMEHTRATH 25 o

Rl uy phdigmFeswrdii snnnnuennnnnnnnnnnns
Buying Orgsnirsbon Accoant Expiration Date: r_ = F  Acmaurs Kaver Dxpires

A nietrator

™ Ladt Lopan
Da/L0/2009 0i0zie7 BH | | Agency BCE Tdenditier:

® Lust Fuled Szecngk:

[T Padiward Haver Expires

Lot || Passmord Suthentication 10 Mot aveilsble. ' Ask for gosstionsensswsrs on nest bgon
Answmer 11 Hot availshle,
Paszmord Authentication ?: Mot avasilsble,
Amamer 2 Mot available.

FYTIITLLES
. |
I T T
n |
_— - :

<< Back fo List . M
TEsssnEEEm

Fig. 10 Create New User Screen

Module 2
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The Agency
Guest Account
role — gives the
user access to
search &
browse all
contracts &
catalogues.

Red asterisk fields are mandatory

‘User ID’ identifies the user in the system (eg, jonesk for Karen Jones)

‘Login’ is the persons login (eg. jonesk for Karen Jones)

Ensure ACTIVE box is checked

The ‘User ID’ and ‘Login’ do not have to be the same. It is recommenced that for ease
of searching and maintaining users that the User Id and Login are the same eg jonesk
Use the conventions from your organisation for normal computer logon eg
(lastname+firstinitial eg jonesk or firsthame+lastinitial eg karenj)

6. Click on APPLY

A WARNING MESSAGE DISPLAYS. |F YOU DO NOT ALLOCATE AN ACCESS ROLE TO A USER,
THEY WILL NOT BE ABLE TO LOGIN TO SMARTBUY®. ACCESS ROLES DEFINES WHAT SCREENS
THE USER WILL BE ABLE TO SEE/ACCESS.

Uagry * TEST TEET » Qurarsl

|ﬂ Usar hes been successluly crested with no aooiss rolest

Fig 11 Warning Pop Up

7. Select the Access Roles tab

w Hama 0 My Beofla P Halp | duppsn |0 Logei?

Maarr * TEST TEST - Bccmra Rzlwn
Gereral| Annbunes TRRTTIR 1) Ceparment Roles| Cost Centre Roles| Addresses | Delegates|

Select AN .nﬁu eEE Aole D s o plisn

r zﬁ:‘:‘;‘“ Peyable Handes payments associated with orders inchading invoois, conficks and remitencs sdvices

Agancy Confract . . o . P

. = | Apgroear Cun administrate the dgency Specific Contracks of the buying crpscdsation, |
= = i ey PAMESTIOQN t Qivd SXEElg AQTIRE ThE SPROtUniY 10 bt Famibar rth e marketslace, The wser
. = H _"""""" Guekl ASTULE e b biwse Cotal0gUeS O brANSACHGN SIS Without teing Shle 10 rage recsitns.
"sfmeY | Agprower Caf asieis a persinal axgroval vask It

r | Besrpmr iTnm access hunhineality ralsbed b Bra buyng process, as product cataliques and requsibnes,

Super admis <F the Buyisg argenisatizn. San admenistréte dl srgantetanal aipacts of a buping

Barping SrOensation | o anisation, as uisrs, addresses, cask cantras, departmanks, dggregates the pareissans of all sthar

r ]
Access Roles | Asminisratar Buring erqani salian relen
: Catakigue . . N . -
are eXp|aII’led r ke Cam administeabs the muki-vendor catabigues of the buping srganisation.
in detall in the r i;':_n::"rf:;r Ca administrabs the cosk certras of the buying argenisation
next eLearning r .Egﬁ_m;“él Cam admisiitrats the desariments of the busing srqgans abon.
r Bictmmal Duyer ANONETRUS A000UnT Hhat is used b aooess extermaly hosted catahque from within smarthuy,
M I B Logsn Infarmation JADnbaund]
anual - Uyer = Haresd r Gonds Aocephar foceck poods on behatt of 4 buying erganaston, cresong Accetence Advioss
Ad ml nlstrator — LI Bt r Goods Racaiver Racaived grads viewing ASNs and creating Geads Received fabes
| . A guest lopn to Qive ném apendies e opoartunky bo becames famiiar with the makiplace, The user s |
Advanced = Guest Ay Actouh o o a0 et O FANSACHON £i Without SEEND pOdUCt proes o Faise requEbans.
r :;f_'f;:f_:;_r Ca administrate the master roles of the buxing wegansstion,
. r Procussment dnalpst  Usss GLAP recarting boals b anafpss arder revanuss and cther busnsss dety
® Lust Faled Mzaergt: r :';':::";: Crdmr Hprages purchass arders in the busing organsshion,
ol r [ Purchese Grder & ugar with the sale pill e bl t0 siem 0F MENANE & AUMber of Socuments Aseooated min purchase
| Cuner wrders that they reise
r Repar ddmisidiratar  Cas admirdilrale regacts, cubad and changing of eube pedimeed af tha buying erganmetan.
r _G'.r-:begi'. Buyer Hemages and cregbss RFQs and other strabagic sourcmy indigtress,
r Trawel Bagker Can 2o0ess Trawel Hanagement Secsices
r Ui &drinistrakor Cam admirditrats the uiers of the busing ergarddation.
[Warkfiam . . - ;
r RATnEERrabar Cas admirtitrata the gesarie mockfows of the buping ergafiation. :' LR I: |
1 | Azan nRegat
SrrEEEEw -
= Bk 10 Ligt
Fig 12 Access Roles screen
8. Check (v') the AGENCY GUEST ACCOUNT for this user to search & browse
contracts and catalogues.
9. Click on APPLY
10. Click BACK TO LIST to return to User List Screen
A division of the Department of Services, Technology & Administration Module 2
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11. Logout of this session
12. Login as the new user you have created

The ‘Organisation’ field entry is the same for all users in your organisation i.e. the same
as your ‘Organisation’ field entry (eg. ADMINTRAIN91).

2.2.2 Modify a User Account (eg change password)

41/ Steps...
1. Logon to the smartbuy® training environment with your allotted login details.
2. Select Organisation on the Navigation bar
3.  Select Users on the Navigation Bar
4.  Select the required user from the User List
& Home O My Srafle T Hale ! suspor D) Legei
:::::I: Ll:rr Search ... I Switch e Sdeancad '.—-:r-‘;'.
T & [T Oty rofile  Help § support| D Logof? I
Seleck & Last Fame First Mamae I Status
C|om {mams - [acivs
= TEST TEST TEETL ﬁ(h-'.'e- . -
Fig. 13 User List Screen
5. Select General tab and change password
6. Check (v) the ‘Active’ box is selected
7. Click on APPLY
If users have forgotten their password then the Buyer Organisation Administrator or
User Administrator are the only ones who can change a password. If the Buying
Organisation Administrator forgets their password they must contact the NSW
Procurement Client Support Centre to get this reset.
If the ‘Active’ box is not selected, then the user will not be able to log on.
Module 2 A division of the Department of Services, Technology & Administration
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COMPLETION
Congratulations you have now completed the User Administrator eLearning Workbook.
Once you have completed this workbook and the skill builders in the training

environment, you need to advise the NSW Procurement Learning and Change
Management Team you have done so.

/ The address to email advice of your completion is:

ebs training@services.nsw.gov.au

The L&CM Team will check the exercises you have completed in the training
environment, and then contact you to enable you to proceed to the next step.

Once you have been given User Administrator access in the production environment,
you will need to create users from your organisation in your smartbuy® account.

Don't forget to give your users their login details!

YOUR COMMENTS

Your comments regarding the content, structure and presentation of this elearning
experience would be appreciated. Please direct your comments to the NSW
Procurement Learning and Change Management Team via email to
ebs_training@services.nsw.gov.au

A division of the Department of Services, Technology & Administration Completion
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