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PURPOSE AND DESCRIPTION 

Purpose 

This document provides steps and information to help businesses that have already become Approved Suppliers 
to manage their accounts in the PeopleSoft system.  

If your business is a Registered Bidder, then you should use the “Managing Your Bidder Account” job aid. If you 
are unsure if your business is a Registered Bidder or an Approved Supplier (or neither), then you should contact 
User Support for assistance at 415.944.2442. 

 

System Administrators vs Processors 

Please note that our PeopleSoft system has been set-up to allow for two different levels of access by Supplier 
representatives.  

• Administrators: Suppliers can have individual(s) set-up as Administrators, which gives them both the 
ability to access key procurement data/activity in the system on behalf of the Supplier as well as the 
ability to create additional User accounts for other employees of their business. These new User 
accounts can be set up to allow for Administrator-level access or for just Processor-level access in the 
system. 

• Processors: Supplier representatives can also be set-up as Processors, which allows the User to access 
key procurement data/activity in the system on behalf of the Supplier but does NOT allow them to 
create additional User accounts. Users set up as Processors will NOT have access to the Main 
Menu/Manage Supplier Information/User Profiles path in the system. 

Every Supplier should have at least one employee designated as an Administrator in PeopleSoft, and we 
encourage each Supplier to have at least two people listed as Administrators as there are certain activities that 
an Administrator cannot make to their own account. 

 

Self-Service Capabilities Versus Non-Self-Service Supplier Change Requests 

There are certain changes that Supplier personnel can make in the system and other changes that need to be 
done by submitting a request to the PeopleSoft systems team to review, approve, and implement.  

• Self-Service Activities that Suppliers can take include adding/editing User Accounts, adding/editing 
company Contacts, adding in new supplier addresses, maintaining business categorizations (business 
activity lists), and managing 12B Declarations and optional 14B LBE Certifications.  

• Non-Self-Service Supplier Change Requests. Although Supplier representatives are able to administer 
a range of activities in the system, there are some changes that need to be done by creating a change 
request in the system including adding ID numbers (such as a DUNS number), editing addresses, editing 
company contacts, and adding/editing payment profiles.  

 

  



City Partner Job Aid 
A Step by Step Guide to Managing your Supplier Account 
 

Version 2.4 Page 5 of 51    

TOPIC 1: CHECK ON MY SUPPLIER ACCOUNT STATUS 

Step Action 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page.  

• You will see your User Name and your organization’s status in our system (as a Bidder, 
Supplier, or Multiple Companies) listed in the top right corner of the screen.  

• You will also see your User Name as well as your organization’s name and account number on 
the left-hand side of the page as shown below.  

• Please note: If your log-in allows you to manage several Supplier accounts, you will see 
“Multiple Companies” listed in the top right corner of the screen. You will also need to use the 
toggle on the left-hand side of the page to choose which company’s status you want to view. 
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2. Click on the hyperlinked message on the right-hand side of the page above the list of menu items to 
open up a section on this page giving you updates on your organization’s status and actions you 
should take in our system.  
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TOPIC 2: MANAGING LOG-IN ACCOUNTS (USER PROFILES) 

Following is a guide to managing the log-in access (User Profiles) for your Supplier account. Please note the 
following. 

User Profile (User Account) vs Contact account. There are two primary ways that Supplier personnel are listed 
in PeopleSoft.  

• Users: In order to get log-on access to the system, a person (or entity) needs to have a “User Profile” 
set-up for them in the system. Setting someone up as a User should allow them to receive log-on access 
to the system.  

• Contact: A Supplier’s employees (or even a Supplier’s own third-party contacts/contractors/etc.) can be 
listed as “Contacts” for that Supplier. Adding someone as a “Contact” in the system does not provide 
that person with access to the system – it only adds them to a list of company contacts for that 
Supplier’s profile in the system. This Contacts list is a resource for City employees to access when 
reaching out to your company for any issues. In addition, there are activities in the system (such as 
creating Sourcing Events) that require City employees to choose the appropriate contact person at the 
Supplier. The choices for these contacts come from the list of “Contacts” that you as a Supplier will 
maintain. This topic is discussed in Topic 3: Managing Company Contact Listings. 

System Administrators vs Processors. It’s also important to understand that our PeopleSoft system has been 
set-up to allow for two different levels of access by Supplier representatives.  

• Processors: Supplier representatives can be set-up as Processors, which allows the User to access key 
procurement data/activity in the system on behalf of the Supplier but does NOT allow them to create 
additional User accounts. Users set up as Processors will NOT have access to the Main Menu/Manage 
Supplier Information/User Profiles path in the system. 

• Administrators: Suppliers representatives can also be set-up as Administrators, which gives them both 
the ability to access key procurement data/activity in the system on behalf of the Supplier as well as the 
ability to create additional User accounts for other employees of their business.  

• We recommend that every Supplier have at least one employee designated as an Administrator in 
PeopleSoft. Ideally, each Supplier should have at least two people listed as Administrators as there are 
certain activities that an Administrator cannot make on their own account for security purposes (such as 
adding additional job roles or security access). In these cases, a second Administrator would need to 
make these changes instead. Alternatively, a request can be made to our PeopleSoft systems team to 
make these changes on their behalf. 
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Creating a new User Account (User Profile) 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To add new a new Log-In account (User Profile), an Administrator will 
need to go to the click on the User Profiles (Log-On Access) menu item.  

 

2. This will bring you to the page shown below. Click on the “Add a New User” tab, enter a User ID for 
your new system User, and click “Add”. This User ID will be used by this person to log in to the system. 
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3. You will then be taken to the “Setup User” screen shown below. Fill in the following on this screen: 

• Description: This should be the employee’s name. 

• Email Address: Enter this employee’s email address. 
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4. Next, click on the Edit button for User Roles. This will bring you to the screen shown below. Choose 
whether you are setting up a log-in account for a Processor or an Administrator and then click OK. 

• Processors: Log-ins set up as Processors can access key procurement data/activity in the 
system on behalf of the Supplier, however they will not be able to create additional User 
accounts. 

• Administrators: Log-ins set up as Administrators can perform all the functions that a Process 
can, however they also have the ability to create additional User accounts. 

 

After clicking OK, you will be returned to the previous screen. You will now see the roles that have 
been assigned to the log-in that you are creating.  

• If you are setting up the account for a Processor, you will see the following roles listed: 

o FSP Guest: This role gives access to the 12B Equal Benefits Ordinance Declaration and 14B 
Local Business Enterprise Certification parts of the system.   

o FSP PeopleSoft User: This is a base role that facilitates log-ins to the system. 

o FSP_EM_PRIME_PROCESSOR: This role allows a User to create Invoices, maintain Invoices, 
enter Contract Monitoring Division (CMD) Payment Affidavits, and view CMD Participation 
Reports. 

o FSP_EM_SUB_PROCESSOR: This role allows Users to view and acknowledge Contract 
Monitoring Division (CMD) Payment Affidavits. 

o FSP_ESCSPSUPPLIER: This is a technical log-on role.  

o FSP_SUPPLIER_EXT_PRCSR: This role is required for a Supplier to log into the system and view 
their information. 

o PAPP_USER: This role allows the User to access the base objects in the PeopleSoft Applications 
Portal.  

• If you are setting up the account for an Administrator, you will see all of the roles noted above as 
well as the following role.  

o FSP_SUPPLIER_EXT_ADMIN role. This role allows a User to log-in, change information in their 
company’s profile, and create User Accounts (User Profiles). 
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5. Back on the “Setup User” screen, click on the Edit button for Supplier Access. This will take you to the 
screen shown below. Check the box for the business entity that is appropriate. More than one 
company can be selected if the User should have access to multiple companies [Note: This will first 
require that these different Supplier accounts be “linked” in the system by the Supplier Management 
Team. If you need to access multiple company entities from your one log-in account, you can contact 
User Support at 415.944.2442 or at sfcitypartnersupport@sfgov.org to request that the Supplier 
Management Team link these business accounts together]. Click OK to return to the Setup User page 
and click Save. 

 

6. The User will receive an email with his or her User Name and Password.  
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Editing a User Account (User Profile) 

7. As an Administrator, you may need to edit a User Profile due to changes in an employee’s name, 
position, employment status, etc.  

Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To edit a Log-In account (User Profile), an Administrator will need to go to 
the click on the User Profiles (Log-On Access) menu item. 
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8. This will bring you to the page shown below. Click the “Find an Existing Value” tab and then “Search”.  
The system will then show a list of Users. Click on the one you want to change.  
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9. On the “Setup User” screen shown below, make changes to the following fields as needed:  

• Description: You can change the employee’s description here. 

• Email Address: Edit the employee’s email address if needed. 

• Account Locked Out: If an employee has left the company, mark this box to disable their access into 
the PeopleSoft system. Please note that the email address for this employee will be automatically 
changed so that they will no longer get any emails from our system relating to your business. 
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10. Next, adjust the employee’s User Roles as needed. Use the red x next to any roles that you wish to 
remove from them, or click the User Roles Edit button to add any missing roles.  

• If your employee was a Processor and needs to become an Administrator, you will need to click on 
the Edit button, then click on the “Administrator” role, and then click “OK”. This role allows a User 
to log-in, change information in their company’s profile, and create User Accounts (User Profiles). See 
the beginning of this job aid section for an explanation of the difference between System 
Administrators and Processors. 

• If your employee was an Administrator but needs to be changed to a Processor, you can just click 
on the red x next to the “FSP_SUPPLIER_EXT_ADMIN” role. See the beginning of this job aid section 
for an explanation of the difference between System Administrators and Processors. 
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11. Next, adjust the employee’s Supplier Access as needed. Use the red x next to any company that you 
wish to remove from their access. Click on the Supplier Access Edit button to add any companies to 
their access. If you click the Edit button, you will need to then choose the company or companies to 
which they should have access and then click OK to return to the Setup User page. Click Save when you 
are finished. 
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TOPIC 3: MANAGING COMPANY CONTACT LISTINGS 

Following is a guide to managing your organization’s Contact listings in PeopleSoft. Please note there are two 
primary ways that Supplier personnel are listed in PeopleSoft.  

• Users: In order to get log-on access to the system, a person (or entity) needs to have a “User Profile” 
set-up for them in the system. Setting someone up as a User should allow them to receive log-on access 
to the system. This topic is discussed in Topic 2: Managing Log-In Accounts (User Profiles).  

• Contacts: People that work at the company can be listed as “Contacts”. Adding someone as a “Contact” 
in the system does not provide that person with access to the system – it only adds them to a list of 
company contacts for the Supplier’s profile in the system. This Contacts list is a resource for City 
employees to access when reaching out to your company for any issues. In addition, there are activities 
in the system (such as creating Sourcing Events) that require City employees to choose the appropriate 
contact person at the Supplier. The choices for these contacts come from the list of “Contacts” that you 
as a Supplier will maintain. 

Adding a new company Contact 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. Click on the Contacts menu item.  
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2. On the Current Contacts page, click the “Add a New Contact” button.  

 

3. After you have clicked on the “Add a New Contact” button, the following pop-screen will appear. Fill in 
all of the appropriate information and click “Save.    
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4. After clicking Save, you will be returned to the “Current Contacts” screen. Note that the contact that 
you just entered will now be on the list of Current Contacts.  
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Editing a Company Contact: 

5. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To edit a company Contact listing, click on the Contacts menu item. 
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6. You will land on the Current Contacts page. Click on the company Contact that you wish to edit. 
Please note that you will not be able to delete a company Contact here. Instead, continue to follow 
these instructions for editing a Contact.  

 

7. In the pop-up window that will appear, make the following changes: 

• To edit an existing company Contact that is in the system, simply make the required changes for 
your Contact and click “Save”.   

• To mark a company Contact as no longer valid, change the Description to “INACTIVE – DO NOT 
USE” and click “Save”.   
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TOPIC 4: ADDING SUPPLIER ADDRESSES 

Suppliers are able to add new addresses to their profile in the system, and the directions for this activity are 
listed below. Changing addresses, though, is a bit more indirect, with Suppliers needing to make a change 
request (see “Topic 8: Requesting Changes to Your Supplier Account”) and then needing to wait for the Systems 
team to approve and implement this change request in the system. 

Step Action 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To add a new address to your business’ profile, use the pulldown menus at 
the top of the page and go to Main Menu/Maintain Supplier Information/Addresses.   
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2. On the Current Addresses page, click “Add a New Address”.  

 

3. This will bring up a pop-up box. Fill in the “Country” field first and the rest of the fields will open up. 
Then finish filling in the rest of this office’s address and contact info and click “Save”.  
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4. You will then be taken back to the “Current Addresses” page. This page will now show the address that 
you have just entered. Please note that you can still “Edit” this address. [Please do not mark any 
addresses as “Inactive”] 
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TOPIC 5: MAINTAINING YOUR ALERTS/CATEGORIZATIONS 

Categorizations are used to identify the products/services that your business provides. These categories may be 
used by the City to identify and specifically invite you to bid on business opportunities that the City is posting. 
Following are directions to help you manage your Alerts/Categorizations. 

Step Action 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To add a new company Contact in the system, click on the Contacts menu 
item. 
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2. Clicking on this link will bring you to the following page where you can mark down the Categories of 
products/services that your business sells.  

• In the Search field, start typing in words that represent the product/service you provide. The 
system will dynamically show category listings in the Results section that match your search 
term Click on the plus sign for the appropriate category and you will see it get populated to the 
right side of the screen under Selected Categories.  

• If you are having difficulties finding the correct Category code for your organization, you can 
download our full list of high-level codes by clicking on the “Download the full category listing” 
hyperlink.  

• Please note that we are using NIGP (Natl Institute of Govt Purchasing) codes for our 
categorizations. These codes are organized so that numbers 0-89999 are commodity/product 
codes while 90000-99999 are service codes. 

• Don’t forget to click “Save” after making any changes on this page. 
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TOPIC 6: MANAGING YOUR 12B EQUAL BENEFITS DECLARATION 

In order to become an Approved Supplier, you should have already filed a 12B Declaration. The following 
directions give instructions on how to view your 12B Declaration. You can find the additional information, 
directions, and forms for 12B Declarations on the Contract Monitoring Division page at 
https://sfgov.org/cmd/12b-equal-benefits-program. 

Step Action 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To view your 12B Declaration, click on the 12B Declaration menu item. 
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2. This will bring you to the 12B Declaration page. On this page, click on the “Find an Existing Value” tab, 
mark “SHARE” in the SetID field, and click “Search”. This will bring you to the 12B Compliance 
Declaration page, which is shown in the following four screens.  
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3. In the top part of the 12B Declaration, you will see the S.F. Administrative Code Chapters 12B & 12C: 
Nondiscrimination in Contracts and Benefits section and the Audits & Required Documentation text.  
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4. In the “Company Information” and “Compliance Question” sections, you should note the following: 

• No. of Employees in the U.S. This should show the number of employees your business has. It should 
show zero if you are an individual providing services to the City (with no additional employees). 

• Add Attachment: Legal verification of your employee count and firm structure should be loaded 
here. This legal verification can include a W-3 Form, DE-1 Form, DE-9 Form, or an annual San 
Francisco Payroll Tax Statement. 

• Are any of your employees covered by a collective bargaining agreement or union trust fund: This 
should be answered properly. If the answer is yes, the Union Name should be in the box provided. 

• Default address location and contact: 

• In the Address section should be a checkmark in front of one of your addresses to designate it as 
the default location. 

• In the Contact section should be a checkmark in front of one of your contacts to designate that 
person as the default contact. 

•  Compliance Question: Answer the compliance questions. 
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5. The “Benefits Question” section should show the appropriate Type of Benefit options. All benefits 
that apply should be checked. The “Other” lines should list any additional benefits that are not 
otherwise listed.  
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6. Please note your answers in the “Company Benefit Policy” section. The “Other Supporting or 
Required Documentation” should include additional supporting documents that you filed for your 12B 
Declaration. The “Comments” section similarly should show any additional information. Note the 
agreement language.  

If you made any changes to your 12B Declaration, be sure to enter Comments explaining your change, 
note the agreement language, and then Save and Submit. 
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TOPIC 7: MANAGING YOUR OPTIONAL 14B LBE CERTIFICATION 

Following is a guide to filing a 14B Local Business Enterprise certification. Filing a 14B LBE Certification is 
optional. However, if your small business is headquartered in San Francisco or other eligible areas (the PUC 
Regional Service area), we recommend you take advantage of 14B LBE (Local Business Enterprise) Certification, 
which assists small businesses competing for City business. You can find the directions/forms for 14B LBE 
Certification on the Contract Monitoring Division page at https://sfgov.org/cmd/14b-local-business-enterprise-
ordinance. 

Step Action 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To add a new 14B Certification or to view an 14B Certification that you 
have already filed, click on the 14B Certification menu item.  
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2. You should land on the 14B Certification Application page. To check an existing 14B Certification, click 
on the Find an Existing Value tab, mark “SHARE” in the SetID field, click Search, and then choose 
from your 14B filings. If you have only one existing filing, you should be taken directly to that filing.  

 

3. To file a 14B Certification, click on the Add a New Value tab; make sure that the SetID field says 
SHARE, the Application Number says NEXT, the Applicant Type says Supplier, and the Supplier ID 
field shows your account number; and click the Add button. This will bring you to the 14B Certification 
Application page, which is shown in the following four screens.  

 



City Partner Job Aid 
A Step by Step Guide to Managing your Supplier Account 
 

Version 2.4 Page 35 of 51    

4. In the top part of the 14B Certification Application, mark down the Application Type, answer the 
questions on the page, upload related attachments when indicated.  
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5. In the “Location and Contact Information” part of the 14B Certification Application, use the 
checkboxes to indicate the default Primary Place of Business, Vehicle Parking Address, Mailing 
Address, and Certification Contact. Also answer the two questions on the page and upload any 
required attachments.  

 



City Partner Job Aid 
A Step by Step Guide to Managing your Supplier Account 
 

Version 2.4 Page 37 of 51    

6. Answer the questions and upload any required documentation in the “Organization Information” 
section. 
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7. Answer the questions and upload any required documentation in the “Board of Directors” and 
“Employee Information” sections. 

In the “Certification Categories” section, open up the applicable folders on the left-hand side of the 
page to find and click on the categories that relate to the goods and services your business provides. 
As you click these categories, you should see them become listed on the right-hand side of the page. 
Upload related documentation. 

Use the “Other Comments and Attachments” section to upload any additional files and give 
additional commentary.  

If you need to save your progress and return later, you can click on the “Save” button. Click “Submit” 
when your 14B Certification form is completed. 
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8. After you have submitted your 14B Certification, the system will show a pop-up box indicating that 
your application has been submitted.  

 

9. The system will now generate an Application ID Number for your 14B Certification Application. Now, if 
you navigate to the 14B Certification page and click on the “Find an Existing Value” tab, you can search 
for this Application ID Number. You will now need to wait for the City to process and approve your 14B 
Certification. They will send you an email when they have completed their 14B processes. 

 

10. Questions? 

If you have any questions related to the PeopleSoft system, contact User Support at 415.944.2442 or 
via email at sfcitypartnersupport@sfgov.org.  

If you have any questions about the 14B criteria for certification, please contact the Contract 
Monitoring Division (CMD) at 415.581.2310, via email at lbecert@sfgov.org, or in person at 30 Van 
Ness, Suite 200; San Francisco. 
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TOPIC 8: REQUESTING CHANGES TO YOUR SUPPLIER ACCOUNT 

Although there a range of self-service activities that Suppliers can directly manage in the system, some actions 
require Suppliers to send in a change request instead, including adding ID numbers (such as a DUNS number), 
editing addresses, editing company contacts, and adding/editing payment profiles. These Supplier Change 
Requests are then reviewed, approved, and implemented by the Systems team. Following are directions on how 
to create a Supplier Change Request.  

Step Action 

1. Once you have logged in to the SF City Partner website at https://sfcitypartner.sfgov.org (see the “How 
to Log In to the SF City Partner Website” job aid for directions on this log-in process), you will land on 
the main Workcenter page. To begin a Supplier Change Request, click on the Request Account 
Changes menu item.  
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Adding ID Numbers 

2. From the main Supplier Change screen, click on the triangle next to the “Additional ID Numbers” 
header to open up the section.   

 

3. Confirm that the information in the system is correct. If you believe a Tax Identification Number is 
wrong, be sure to enter commentary explaining why when you submit your Supplier Change Request. 
The Supplier Management team will then need to work with you on this request. Click the “Add ID 
Numbers” button to add additional identifies, such as a DUNS number.   
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4. To complete this process, you will need to submit your change request. Skip ahead to Step #11. You 
can also continue with the following steps to make other change requests, and then move to the 
submit your changes section in order to submit all of your change requests at the same time. 

 

 

Editing Addresses 

5. From the main Supplier Change screen, click on “Addresses” to make change to an existing address 
or to add a new address. 

• Click the “Add New Address” button to be taken to a pop-up screen where you can enter in a new 
address that should be added to your profile. 

• Edit an Address: To edit an address, click on the “Edit” icon for the address that you want to amend. 
This will bring up a pop-box that allows you to change your address. You can also change or add 
phone numbers that are associated with this address.  

• Mark an Address as Inactive: To mark an address as inactive, click on the “Edit” icon for the address, 
which will bring up a pop-up box. Change the Description field to  “INACTIVE – DO NOT USE”. Do not 
click the “Remove Address” checkbox as this can cause issues elsewhere in the system.    

 

6. To complete this process, you will need to submit your change request. Skip ahead to Step #11. You 
can also continue with the following steps to make other change requests, and then move to the 
submit your changes section in order to submit all of your change requests at the same time. 
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Editing Company Contacts 

7. From the main Supplier Change screen, click on “Contacts” to change an existing contact or add a 
new contact.  

• Click the “Add New Contact” button to be taken to a pop-up screen where you can enter in a new 
contact that should be added to your profile. 

• Edit or Contact: To edit a contact, click on the “Edit” icon for the Contact that you want to amend. 
This will bring up a pop-box that allows you to change your Contact. You can also change or add 
phone numbers that are associated with this Contact.  

• Mark a Contact as Inactive: To mark a Contact as inactive, click on the “Edit” icon for the Contact and 
change the Description field in the pop-up box to “INACTIVE – DO NOT USE”. Do not click the 
“Remove Contact” checkbox as this can cause other issues in the system.     

 

8. To complete this process, you will need to submit your change request. Skip ahead to Step #11. You 
can also continue with the following steps to make other change requests, and then move to the 
submit your changes section in order to submit all of your change requests at the same time. 
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Adding/Editing Payment Profiles 

9. From the main Supplier Change screen, click on “Payment Profile” to change an existing payment 
method. The system will list the payment options that you have on file. To edit a payment profile, click 
on the “Edit” icon for the contact that you want to amend. This will bring up a pop-box that allows 
you to edit this payment profile, including the Invoicing Address, Remitting Address, Payment 
Terms/Method, Notification Preference, and related ID Numbers. Please note that any addresses that 
you want to use for your payment profiles will need to have been added to your company’s profile first 
before you will be able to use it in under your payment profile (see “Topic 4: Adding Supplier 
Addresses”). 

 

10. To complete this process, you will need to submit your change request. Skip ahead to Step #11.  
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Submitting Change Requests 

11. After you have made your changes in the Company Profile, Addresses, Contacts, and/or Payment 
Profile, you will need to submit your changes in order to have them processed.  

12. From the main Supplier Change screen, click on “Submit” and fill in the following fields.  

• Email Communication: Be sure that the correct email address is showing for communication about 
this change request. 

• Audit Reason Code: The PeopleSoft system requires a code explaining the changes that you are 
requesting. Please choose from the following: 

• Multiple Changes 

• Name Change 

• Update Address 

• Update Banking Info 

• Update Contact Info 

• Comments: Please enter comments explaining your changes. If you believe a Tax Identification 
Number is wrong, be sure to enter commentary explaining why as the Supplier Management team 
will need to work with you on this request. 

• Confirm Changes: Click the “Review” button to see the changes you have made. Then mark the 
“Confirm Changes” box to confirm that these are the changes you wish to make.  

Submit Button: After you have marked the “Confirm Changes” box, the “Submit” button will become 
highlighted. Click the “Submit” button to submit your change request.  
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APPENDIX: TROUBLESHOOTING TECH ISSUES 

 

Managing Pop-Up Blockers 

 1. The SF City Partner Portal and the PeopleSoft system use pop-up windows, which will be an issue if 
your system is not set up to allow these popups. Please change the settings in your browser to allow 
popups or add this website (epufspi-bifrost.sfgov.org) to your browser’s list of “trusted sites”. 

 

Log-In Issues  

  2. The Department of Technology manages log-on assignments and passwords. If you are having 
connection or log-on issues with the PeopleSoft system, contact the Department of Technology Help 
Desk at 628.652.5000 or at DTIS.helpDesk@sfgov.org (their home page is at http://sfgov.org/DT). 
Examples of connection issues include a "network error" message in your internet browser. An 
example of a log in issue is if you do not have a valid password or user name.   

If you have never had a User Profile set up in the system (i.e. you’ve never had log-on access to the 
system), then you should first contact the Administrator(s) at your business who has been granted the 
rights to be able to set up User Profiles in our PeopleSoft system. If you do not know who this would be 
or if no one has been set up as an administrator, then contact the systems User Support desk at 
415.944.2442 or at sfcitypartnersupport@sfgov.org for help. 

 

Basic PeopleSoft Navigation  

  3. Timing Out in the System 

Once you have logged into the system, each browser tab that is open will have a timer that will log you 
out of the system after 20 minutes of inactivity. So, for example, if you logged in using Internet 
Explorer and have 3 different tabs (windows) open, each one will have a timer running and each can 
log you out after 20 minutes of no activity on that individual tab.  

Although a pop-up will give you a warning, this will often not be seen, causing this log-out issue. In 
order to avoid this issue, we recommend closing browser tabs that you are no longer using so that 
these unused tabs do not log you out.  

 

Clearing Your Cache in Web Browsers 

 4. Our system supports all major browsers, including Internet Explorer, Chrome, and Firefox. If you have 
having issues with one browser, you may want to see if another browser will work better. Sometimes 
the issue is related to old data in your browsing history that is interfering with the system. In order to 
fix this, you may need to clear your cache. To clear your cache, follow these instructions: 
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 Clearing Your Cache in Internet Explorer 

 5A. If you are using 
Internet Explorer, go 
to the Tools icon 
and click on 
Internet Options. 
Then, in the pop-up 
box that appears, 
click on the 
“Delete” button in 
the Browsing History 
section on the 
General tab. 

 

 5B. The pop-up box on 
the right will now 
appear. Make sure 
all of the check 
boxes are marked 
(except for the 
“Preserve Favorites 
Website Data” box) 
and click “Delete”. 

 

 5C. This pop-up box will 
disappear, bringing 
you back to the 
Internet Options 
box. Click the 
“Apply” button and 
then “OK”. Close 
your browser and 
then re-open it. 
Your cache should 
be cleared. 
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 Clearing Your Cache in Firefox 

 6A. In Firefox, type the 
Ctrl + Shift + Delete 
keys all at once. This 
will bring up the 
pop-up box shown 
to the right. Change 
the “Time range to 
clear” field to 
“Everything”.  

 

 6B. Make sure all of the 
check boxes are 
marked as shown 
on the right. 

 

 6C. Click the “Clear 
Now” button. Close 
your browser and 
then re-open it. 
Your cache should 
be cleared. 
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 Clearing Your Cache in Chrome 

 7A. In Chrome, type Ctrl 
+ H or click on the 
Menu icon, then on 
the History pull-
down menu, and 
then on History. 

 

 7B. Click the “Clear 
browsing data” 
button. 

 

 7C. This will bring up the 
window shown to 
the right. Click on 
the Advanced tab. 
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 7D. Change the pull-
down menu to 
show “the 
beginning of time” 
and make sure your 
boxes are marked 
as shown.  

Click the “Clear 
browsing data” 
button.  

Close your browser 
and then re-open it. 
Your cache should 
be cleared. 

 

 

 Clearing Your Cache in Safari 

 8A. In Safari, click on 
the “Safari” pull-
down menu and 
then click on 
“Preferences…” 

 

 8B. In the pop-up box 
that appears, click 
on the “Privacy” 
icon and then click 
the “Manage 
Website Data” 
button. 
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 8C. This will bring up a 
list of websites. 
Choose the one that 
relates to the FSP 
website [it may say 
something like 
epufspi-
bifrost.sfgov.org] 
and click “Remove”. 
If you are so 
inclined, you could 
decide to click 
“Remove All” 
instead in order to 
clear the data from 
all of these websites.  

 

 8D. Click to remove this 
data in the warning 
pop-up box and 
close the Safari 
Preferences 
window.  

 

 

 

 


