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SMART Supply request &% KAISER PERMANENTE.

Step  Navigate to the AccessNow Login

11 Page (formerly KPIM). P
Enter NUID and Password hadth i o ek Yol AeaRioD crodniiele
Credentials

Forgot Passwora

1100 test assistance wilh sgring on. pleasa refer 12 Tie User Gukte OR contact the KP.
Service Oesk 1.888.457.4672.

Step From the AccessNow home page,
1.2 click the icon with three lines on #% KAISER PERMANENTE. ﬁg(;:gsaﬁow
the upper left of the screen.

Click Manage Access from the Home My Work + Identities ~  Applications ~ Intelligence ~
drop-down options.

Then click Manage Access for My ftems

Others from the drop-down list.
Manage Access

Manage My Access

Date

Account Reactivation

8/15/22 11:43 AM > Rol
Manage Access for Direct Reports )

8/1/221:02 AM > Rol
Manage A s for Others

6/28/22 3:07 AM > Rol
Manage My Direct Reports

6/28/22 3:07 AM > Rol

Manage Accounts

6/28/22 3:07 AM Rol
Manage Passwords
. Al
Request Service Account
Manage Access for Disconnected Applications (CAPS)
il Manage People
Car
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SMART Supply request &% KAISER PERMANENTE.

Step  Search for the user with NUID or

1.3 Name select the user and click on
Manage User Access
Next

7 Menage Access

A036098
SASRANISE Selactat Ly Mo Showing 1-1 of 1
© oo
P
a
Identities Selected: “Lazy Mouse Showing 1-1 of 1
£, 4
Step  Search for “SmartSupply” (no — 2 e angsuomt
1.4 spaces) and click on Filters. Select
Role Type “Business” and click on A Access @) Rermoe Access
apply. oykeporey | Smansupsly B
It will show you one role, select
the role, and click on Next. s e Srowng 1011
Step  Click on attachment icon to 1 selectusers. D Manage Access
1.5 upload attachment for your

request if desired.

Add Access @
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SMART Supply request &% KAISER PERMANENTE.

Step If you wish to attach a file, then
1.6 click on “Click to upload a file” to Attach a File to SmartSupply Access
select the file or you can drag and

1
drop the file. You can then enter -
a description. Once you are ready
click ok.
Attached to This ltem
Step  Click on “submit” to submit the
1.8 request.
TS 2 Menegescces
Add Access @) -

Step A window will appear entitled.

1.9 “More info needed” Click on the More Info Needed
“Complete Form” button to
proceed.

Step  Once you click on the “Complete

2.0 form” buttons, request form
details will be displayed on the R —
SUbSequent window. KPAN-Form-SMARTsupply-AccessRequest

User Information
NUID First Name Last Name

KrNE@ PiNevE

Data Access Selection
Type of access needed *

what will you be doing In the systemi? *

Role

tion Manager KB Sour
min KP Reques

Other Attributes

Business Justification *
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SMART Supply request

&% KAISER PERMANENTE.

Step  User information will be

2.1 prepopulated if available within
AccessNow. If not, mandatory
fields marked with a red asterisk
must be manually populated
with data to proceed further.

Step Access Type:

2.2
Select the type of access you'll be
needing. Note that only one
access type can be selected per
request.

Step Region:

2.3 Select the region you’ll need

access to. This determines the
data you'll be able to see within
the SMART Supply application.
Only one region per request is
allowed.

Complete Work Item

KPAN-Form-SMARTsupply-AccessRequest

User Information
NUID First Name
Da9s36e KrNE@

Usar Emall Departmant Name

DI953aEKDON OneLink & Finance Tech Supgart

Data Access Selection
Type of scoess neaded *

What will you be doing In the system? *

Users Current Roles

Last Name
PiNevE
Region Name

Program Offices

Sourcing Optimization Manager,KP

JAct ASKP Sou

Other Attributes

Business Justification *

Complete Work Item

KPAN-Form-SMARTsupply-AccessRequest

User Information
NUID First Name

D395369 KxrNEvB

User Email Department Name

D395363@kp.org

Data Access Selection
Type of access needed *

Accounts Payable

Analytics

OneLink & Finance Tech Support

Admin kP Req

Last Name

iPiNeYF

Region Name

Program Offices

Region*

User's Current Roles

Business Support
Purchasing

sourcing and Contracting
Other Attributes

Business Justification *

Business Justification can't contain quotes( ' or ")

Sourcing Optimization Manager,KP Sourcing Manager '
JAct As,KP Sourcing Admin,KP Requester,KP User KP
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SMART Supply request &% KAISER PERMANENTE.

Complete Work Item

KPAN-Form-SMARTsupply-AccessReguest

User Information
NUID First Name Last Name

D395369 KxrNEVB PiNeYF

User Email Department Name Region Name

D395369@Kp.org OneLink & Finance Tech Support Program Offices

Data Access Selection

Type of access needed * Region *

Purchasing |

What will you be doing in the system? * Al California

Colorado

Georgia I

KP Washington

Other Attributes

Business Justification *

Business Justification can't centain quotes( ' or *

Step Data Access:
2.4

. Data Access Selection
Select the appropriate data

d Type of access needed * Region *
access you need.
y Purchasing v Southern California v
Data ACCESS (BUSi ness Account Security Group (Transactional BU Access) * User’s current account security group
Units/Region) refers to the data HP-AC_RIRANA_BARIRY v
H H On submission of a new account security group, user" i
you will be able to read in Y arour %
) account security group(s) will eplaced. If you wish to
SMARTSu pply Multlple user's current account up, please select it again
H H here.
selections are available per -
request Data Access (Business Units/Region) * User’s current data access
| v
Please note that at Ieast one For Purchasing module rec‘.. s, please ensure to sf\ect at least 4
. one regional content group (KP_RGN_%) and one POBU content
reglonal content group group (KP_POBU_%)
(KP_RGN_XXXX) and one PO KP_RGN_SCAL x
business unit content group R N
(KP_POBU_XXXXX) must be
KP_POBU_08503 x

selected for requester access.
RGN content groups provide KP-PoBUoBsz2 *
access to see punchout stores.

POBU content groups provide

access to see ship-to codes.

Note that users current access is

available on the right hand side
to avoid duplication.
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SMART Supply request &% KAISER PERMANENTE.

Account Security Group refers to
the data you will be able to
perform transactions against.
Only one selection is available per
request.

User’s current Account Security
Group (ASG) Access is displayed
on the right hand side. Any newly
requested Account Security
Group access will replace user’s
current access unless user
chooses the same ASG.

Step  What will you be doing in the What will you be doing in the system? *
2.5 system? v

Requester - make requisitions x

Select the function or functions

. . . Role User's Current Roles
you will be performing in
SmartSupply. Multiple are Ko s
available for selection per PRSI “
request_ KP Requester

Note that users current role
access is shown in the right hand
side to avoid duplication.

Enter approval group request if
needed. Note that this step is
optional and may not always be
displayed on the form.

Other Attributes
User's Current Deliver To

9961 Sierra Ave 01107,Fontana,CA,92335

O Add Deliver To

Purchase Order Business Unit *

Enter purchasing details including
Deliver To and purchasing BU if
displayed on the form.

Business Justification *

(Note that not all forms will
display these options.)

Step  Enter Business Justification. This Business Justification *

2.6 is required and will be seen by
approvers when approving .
request. Please be as specific as Business Justification car't contain quotes* or
possible.

Step Click “Next” to review your

2.7 request selections. 4

Mext
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SMART Supply request

&% KAISER PERMANENTE.

Step Review your request selections. If KP Requester
2.8 satisfied with your selections, Approval Group
click “Submit” If changes need to
be made, click “Back”

Click “Cancel” if you'd like to Other Attributes
delete the request draft entirely. User's Current Deliver To

9961 Sierra Ave 01107 Fontana CA 92335

Purchase Order Business Unit
08800
Business Justification

test

Business Justification can't contain quo

Cancel Back

Step If you got My Work and Access
3.2 Requests, you could check the ork ~ | Identities ~
status of your requests.

User's current approval group

Applications - Intelligence ~

Setup ~

| jon hasbe| MY Access Reviews

A Home

Policy Violations

Latest Ap Work Items

Approval For | Bulk Approvals i
tetsgh usergh chandra singh
testea userdb chandra singh
E405368 testap userap

Access Requests €D

Request Access: Testempa x userempa

Requested by test644 |asttest644 on 8/22/22 | Request ID: 414383
@ Request pending
Add primaryPermissionList: PP_KP_AP_CO_EM7012 on OneLink Access

Add Account: Onelink Account and Roles on Onelink Access.

Add primaryJobFunction: Accounts Payable_AP on Onelink Access

Date
8/15/22 11:43 AM
8/1/221:02 AM

6/28/22 3.07 AM

TECHNOLOGY RISK OFFICE | Identity & Access Management

Latest For

Name

Role Accoun

Role Accoun

Role Accoun

Sol
Waiting |
Waiting on: 0NRRES! C:
Waiting |
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SMART Supply request

&% KAISER PERMANENTE.

Step  AccessNow will also send an
3.3 email to you as confirmation that
your request has been submitted

Step If the requester is not the same

3.4 person as the manager,
AccessNow will send an approval
work item to approve the request
along with an email notification

Step Manager Approval:

3.5 Manager will login with his/her
credentials and click on Approve
to approve the request and

“Complete” to complete the work

item.

To approve the request,
however, comments are
mandatory. Manager can add
comments by clicking the

All - Unread BDate~ |
« Tosay
accessnow-uat@kp.org
cton Requies: Manages Agprova - Aceour. Ch B354l
accessnow-uat@kp.org
Accessou Access REQUER SUDMRES for Testem... 835 AM
Al Unread Byoev L
< Totay
accessnow-uat@kp.org e
Action Required: Accesshow Entitement Owner/.. 836 AM (]

Accessow Access Request Submiied for Test TS..  #36 AM

accessnow-uat@p.org
Adion Requied Manager Approvsl - Account Ch.. 835 AM

accessnow-uat@ep.org
AccesiNow Acces Request Submited forTestem.. B35 AM

Home  MyWork - Identities -

< Approval

Manager Approval - Account Changes for U:
Requested on: Aug 22, 440 AM  Requested by

Add: Onelink Account and Roles

Application: OneLink Access ~ Attribute: Account

« Approval

Applications ~

AccessNow Access Request Submitted for Testempa x userempa

© Raply | 9 ReplyAl | = Forman
accessnow-uat@kp.org 3 Repy Faply Al Formasd
o i on; @ Randy ngramm, @ Suritha X, Bhandari @ Bhavanesh Packaur; © Akl Skara B Mon 2272022 35 AM
@ Humbeto O Sainss: © Veera Sunkars: Sl Arara: © Kumar Nayzks © Aron: Aljanda A Cazol; 27 athers
. licy 90 Dy Inbox Ml Deletion (9 deys [
2 KAISER PERMANENTE. ALLEDDINY

Access siMPLIFIED |
AccessNow access request submitted successfully
Dear Requester/Requestee,
The following Access Request has been submitted. Requested access will be granted ence the approvals have been completed. You may check the status of
approvals on Accesshen.
o view the request, follow tha steps below:

1. Navigate to Accesshow

2 Atthe b

ttems and then select

Request Type | Date of Request

Deparment Name - Heaith care
User Sese - Caifarnis
User Region  Northern Califcenia

Select 2 Manager - D224062
Manages NUID- 0222062

aL4B3 | tesbiimsnesid | Tesempsxuseremps | New 823202208437 | User Manager - 0145_Ew Test Case

Primary iob Fancilon : Acsounts Payable_AP
ol - AP inquiry (ZZAPI_AP_inquiry)_AP
- hdd

Operstion
Rute profes | KP_WF_GLIDetault) r
AccessNow Access Request Submitted for Test TSTCO23

© Reply | % ReplyAl | =3 Fonward

at@kp.org

handra:  abhijitanand®)
4o Q Sl
Day inbax Ma:

g @ Randy Ingram;
Shefal Arora; © K

® Bhuvanesh Pachaurt © Akhi Skara B Mo 5 AM
2 Rochs: © Algjandro A Cazols: +37 others

day

AccessNoy

ACCESS SiMPLIFIED On

% KAISER PERMANENTE.

AccessNow access request submitted successfully

Dear Requester / Requestee,

Requested You may check the status of the
approvals on AccessNow.

To view the request, follow the steps below:

1. Navigate to AccessNow
2 d the

'y

[Roquest NojRequester] Roquestee |Request Type| Date of Request | Access Requested _|Application Name|Business Justification|
4884 s | TenTSICO23 | Ao WA
| | ATUAS 1D APP-176
iy W ‘Service Desk at ceply to this email.
sincerely,
8y - dentity &
Kaiser Permanente
NOTICE TO RECIMENT: 3

V173286 Thank you

Intelligence - Setup ~

X userempa (FEI6660) | 1 Request

4 Work tem ID: 19065

Account: FEI6660

Manager Approval - Acceaint Changes for User Testemps x userermpa (FEYS660] || Request

- o owes

TECHNOLOGY RISK OFFICE | Identity & Access Management
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SMART Supply request &% KAISER PERMANENTE.

Step
3.6

message icon on the approval
item Approval ltem Comments

VS E o Dataj|ctesses
Request Type : New,

-——-User Information-——

User NUID : FE16660,

User Telephone : 1234567890,

\User Name : Testempa x userempa,

User Email - test@test.com,

Employee Class : EMP,

User Address : 1451 Harbor Bay Pkwy.,

User Job Title - Testing,

User City : Alameda,

Department Name : Health care,

User State : California,

User Region : Northern California,

Select a Manager : D224062,

Manager NUID : D224062,

User Manager : 0145_EHU Test Case,
Manager Job Title : ASSISTANT, DEPARTMENT,
Manager Email : vidhyashree xvm@kp.crg,
Business Justification : sfsdf,

-----—--Data Access Selection——-
Functional Area : Accounts Payable,

Manager comment

Complete Approval

You have completed all items in this approval. Click Complete to complete the approval or Cancel to change

Cancel Complete

your decisions.

Once the manager approval is ] Approval
complete, ASG approver will be g Sl e
notified along with workitem to ‘ =]

approve the request only if there o e

is an ASG associated with the
request.
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©2023 Kaiser Permanente. For internal use only. 9



SMART Supply request

&% KAISER PERMANENTE.

Al Unread ByDate v |

 Today ol
accessnow-uat@kp.org
Ao Recuiec: Frimary Permission Aparavs sasaM
accessnow-uat@kp.org
Action Requiree ArcessHew Enttiement Owner.. &4 4M
accessnow-uat@kp.org
Acton Recuired AcsesaMem Enttlement OwnerS.. &4 M
accessnow-uat@kp.org
o Recuirea, ArceszNew Manager Approis! wa1am
accessnow-uat@kp.org
Aucesahlon Access Request Submitied or dccesst. S42AM
accessnow-ual@kp.org
Acton Requirea Request na: Been fenwardeato swzam
accessnoW-Uat@kp.org
Accesshlow Access Request has been Compieted zoam
accessnow-gal @kporg
PN IR Falure Recorss Summary a0
ACCESSNOW-Uat@kp.org
Acton Raguired: AccessHew Enidlemens OwnersS..  £36 AM
accessnow-uat@kp.org
ACCas oW ACcEss REQUASLSUBILEA 10F TERLTST,, 536 AM
accessnoW-Uat@kp.org
Adton Recuired: Manager Appraval - Accourt .. 835aM ||
accessnow-uat@kp.org
Aot Arcoas Reciust Sbmittat o Tostam swam

Access Request for Testempa x userempa

Step
3.8

Once all the requests are :
completed requester will be

notified with an email of

completion of request.

User’s access, once approved, will
be automatically provisioned into
the Smart Supply application.

Request ems

Opaon e

Filtered ltems

Interactions

Interactions

Despton

Prewisioning Engine

Oveaten  hem Ve

ServiceNow Service Desk

Erors and Warnings.

Action Required: Primary Permission Approval - Account Changes for User: Testempa x userempa (F616660)

o

€ Reply

i kp.org; @ Randy Ingrarn; @ Sunitha X. Bhandari, @ Bhuvanash Pachauri @ Akhi Skaris &
Sunkasa; & Shefali Arors; © Kumar Nayak; © Ar b, © Alejanden A Cazole; +37 others
90 days) E

) Reply &l

» Formend

accessnow-uat@kp.or
% .

AccessN

ACCESS SIMPLIFIED,

#% KAISER PERMANENTE.

ACTION REQUIRED - Approval request for access to KP systems

Dear Onelink Approver,

The fol

requires your aparoval a “Aaprove” of “Dacy” by Tus, Aug 30 2012, 0843 AM
s action i taken by the date listed, the reguest will expire, and 8 new Access Request must be submitted

Testempa x usererma

08/22(2022 083437

Primary it fise
Primary Permission List - P2_KP_iP_CO_EM1012
Primary ApproNer - Yuen Yuen KrizerU340838]
Frifmary Job Fusdtie - Accounts Payadée AP,
Role AP inquiry (ZZAF1_AP_auiryl_AP

Opesation : Add
Boute peotie; KP_WF_GL(Default)

Compietion Duve:
eaan G
Eseunion St Exscunng
acosurn agplcation Cltcations  Comerants oo tata Brovecriog Sstis Atacherants
Sooung 11
No Resulis
o Datn sue Commerss owats
open oe. campieton De - statis commerns e
- e - >
it sttt O
o= i
Snowmg 12062
Accoum Assticaton s Pt Frivicoring Aeaues © Star Date Enate Reason

Showng 12662
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SMART Supply request & KAISER PERMANENTE.

AccessNow Support Resources

AccessNow Resource Page

e For training, view the right hand column under the section AccessNow Training — Video Training; click on
the desired training video.

*  For job aids, view the right-hand column under the section AccessNow Training — Job Aids; click on the
desired job aid.

*  For frequently asked questions, click here.

For questions or concerns, please contact AccessNow-Support@kp.org

Defining Common Terms
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SMART Supply request &M% KAISER PERMANENTE.

AccessNow A new, centralized Identity and Access Management platform based on a market leading solution. It
will serve as an entry-point for certifiers to complete access requests.

AccessNow An account that can be associated with a specific user’s KP login ID. The account will include hierarchy,
Account job title, and other information when being reviewed.
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