Guide to Managing Your Avaya Access Profile for Customers and
Partners

This document provides instructions on how to view and update the
Purpose different components of an Avaya Access profile:

* Contact information and permissions
* Sold To account access

* E-Notification subscriptions

Audience Avaya Customers, Partners, No Relationship users
Prerequisite You must be a registered user with Avaya Access
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Access Your Profile
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Step Activity Action

Login to Avaya Access
and go to your Profile

Access to MyProfile portal.

If you are not already logged in, the Login page is displayed.

Enter your e-mail address and password, then click SUBMIT.

Outcome: Your profile information is displayed under the
Information tab, along with a Toolbox section that allows you
to make changes to your profile.

If you forgot your password, go to Step 2.

Reset your password

If you have forgotten your password, from the Login page,
put your email address and click “Forgot Password” button

— Step 1: You'll be asked to confirm your e-mail address,
then click SusmiT.

— Step 2: You'll be asked to answer your security question,
then click Susmir.
If the answer is correct, you will receive an e-mail with a
numeric CODE to establish a new password. This code is
only valid for a few minutes.
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If more than 10 minutes have passed, you’ll need to start
over the process from the beginning. Please note that a
new numeric CODE will be triggered to your Inbox, please
make sure you use the ‘latest’ one.

- Step 3: Paste the numeric code on the field named
‘Temporary password’ on the pop-up window. The code will
be validated real time.

- Step 4:if the code is correct, you'll be asked to set your
new password.

- Step 5: You'll be asked to confirm the new password on
field ‘Verify password’. Click SuBmIT.

- Step 6: You'll receive a confirmation message that the
operation completed successfully.

February -2022 Avaya — Proprietary.

Page 3 of 15

Use pursuant to your signed agreement or Avaya policy.




Update Your Profile Information and Permissions

From the Toolbox section of your profile, you can update your profile information and user access

permissions.

User Profile

(&  Edit My Profile
¥

Manage My Sold Tos

E-Notification

AVAYA

INFORMATION

Name : Veronica Email

Company : DIOCESE OF ST JOSAPHAT IN PARMA
Work Phone : 343434343434

Location : United States of America

User Name : gofegattug-4711@yopmail.com
User Id : vemail

User Type : User

Avaya Relationship : Customer

Joined : 05-Oct-2020

+ Edit Contact Information

+ Edit Address Information

+ Request User Type

¥ Request User Access Type

« Change Password

« Change Security Question

+ Accepted EULA

TOOL BOX

Update Your Contact Information

User Profile
@ it My Profile
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E-Notification
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— Update your User Access type

— Update your Security Information

Page 4 of 15

Use pursuant to your signed agreement or Avaya policy.



Step Activity

Action

1 Update your contact
information

From the Toolbox, select “Edit Contact Information.”

a) Update your name, phone number, and/or e-mail
address.

Important: Do not change your contact information if it
is because you are changing companies. You will need
to re-register with your new company account

information.

b) Click SAVE.

Outcome: A message is displayed confirming that your
profile changes have been successfully updated.

If you changed your e-mail address, a change request
will be sent to an administrator for approval. You will
receive an email once your request has been processed.

2 Update your address
information

From the Toolbox, select “Edit Address Information.”
- Update your address or phone number.
- Click SAVE.

Outcome: A message is displayed confirming that your
address changes have been successfully updated.

Change Your User Access Permissions

Step Activity

Action

1 Change your user
access permissions to a
Company or Sold To
Administrator, or

Basic User

From the Toolbox, select “Request User Access Type.”
Outcome: If your request was for a:

* Higher security level, a message is displayed informing
you that your request was sent for approval. You will
receive an e-mail once your request has been processed.
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. Lower security level, a message is displayed that your
user access type has been successfully updated. You will
be sent to the Login page to re-enter Avaya Access at your
new security level.

2 Define a Relationship
with Avaya

Note: This option is only available if you are currently
registered as “No Relationship” user.

From the Toolbox, select “Request User Type.”
a) Select the desired User Access Type: “Customer” or

“Partner”.

- If you click “Customer”, you’ll be asked to put a Sold
To number. Please make sure you put a Sold To with the
leading zeroes.

- If you click “Partner’, you’ll be asked for a Link ID
number.
b) Click Next.

Outcome: A message is displayed stating that the request
was sent to an administrator for approval. You will
receive an email once your request has been processed.
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Change Your Security Information

Step

Activity

Action

Change your password

From the Toolbox, select “Change Password.”

a) A pop-up window will show asking you for the answer
to your Security Question

If the answer is correct, you will receive an e-mail with a
numeric CODE to establish a new password. This code is
only valid for a few minutes.

If more than 10 minutes have passed, you’ll need to start
over the process from the beginning. Please note that a
new numeric CODE will be triggered to your Inbox, please
make sure you use the ‘latest’ one.

b) Paste the numeric code on the field named
‘Temporary password’ on the pop-up window. The code
will be validated real time.

c) If the code is correct, you'll be asked to set your new
password.

d) You’'ll be asked to confirm the new password on field
‘Verify password’. Click SUBMIT.

e) YouU’'ll receive a confirmation message that the
operation completed successfully. You’ll be routed back to
your profile main page.

Change your security
question and/or

answer

From the Toolbox, select “Change Security Question.”

a) Select a security question and enter the answer to the
question.
b) Click SAVE.

Outcome: A message is displayed confirming that your
security question/answer has been successfully updated.

February -2022 Avaya — Proprietary.

Page 7 of 15

Use pursuant to your signed agreement or Avaya policy.




Manage Your Sold To Account Access

From the SoldTo Numbers tab of your profile listed as ‘Available’, you can request

which of your company Sold To locations you want access to. The request will be

routed to your SoldTo Administrator. If your Company doesn’t have a SoldTo

Administrator, the request will be handled by your Company Administrator.

Note: Partners who would like access to their customer’s Sold To locations must request
permissions via Customer Authorization Tool (CAT). These accounts are identified under Your
Numbers as “Derived.”

AVAYA R

VeronicaT TestNew

b User Profile

Edit My Profile

B5  Manage My Sold Tos Inchcape - Hamilton

AVAILABLE NUMBERS: 1 Numbers how Details YOUR NUMBERS: 1 Numbers

0050028808 0002656864

February -2022 Avaya — Proprietary. Page 8 of 15

Use pursuant to your signed agreement or Avaya policy.



Step

Activity

Action

Request access to your
company’s Sold
To location(s)

From the list of Available Numbers:

a) If you need access to only some of the Available
Numbers, then:

— Select the Sold To number(s) you are requesting
access to.

- Click REQUEST SELECTION.

b) If you need access to all of the Available Numbers, then

click REQUEST ALL.

Outcome: The screen is refreshed and the Sold To
numbers you requested will move from the Available
Numbers list to Your Numbers. The accounts will show
“Pending” until it has been approved by an
administrator. You will receive an e-mail once your
request has been processed.
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2 Remove access to your
company’s SoldTo
location(s)

From the list of Your Numbers:

a) If you only need to remove your access to some of
your company’s Sold To locations, then:

- Select the Sold To number(s) you no longer need
access to.

— Click REMOVE SELECTION.

b) If you need to remove your access to all of your
company’s Sold To locations, then click REMOVE ALL.

c) Once you click Remove Selection or Remove All, a
message is displayed: “Are you sure you want to remove
these Sold To(s)?” Click OK.

Note: Partners could see Sold To accounts in their list
that are marked as “Derived.” These are customer Sold
To locations that have been approved for your company
users to access on the customer’s behalf.

Outcome: The screen is refreshed and the Sold To
numbers you removed will move from Your Numbers list
to the Available Numbers list.

3 Change your default
Sold To

From the list of Your Numbers:

a) Select the Sold To location you would like to be
associated with as your primary account.

b)  Click MAKE DEFAULT.

c) A message is displayed: “Are you sure you want to
mark this Sold To as default?” Click OK.

Note: Typically, the default is the first Sold To number
that you have used during the self-registration and is used
only for internal tracking purposes by Avaya. It doesn’t
have any impact or functionality in downstream
applications and tools.

Outcome: The screen will refresh with your default
account shown as the first account under Your Numbers
and identified with the word “(Default).”
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Subscribe to E-Notifications

From the E-Notifications tab of your profile, you can manage your subscriptions to ENotifications.
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Security Advisories
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Subscribe to General Notifications

When subscribing to General Notifications you will receive that type of notification
for any product. For example, if you subscribe to Product Correction Notices (PCN)
under General Notifications, you will get them for any product. If you only want to

receive PCNs for a specific product, then subscribe to this notice for the specific
product(s) under Product Notifications.
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general notification
updates

Step Activity Action
1 [Subscribe to general
notification updates From the General Notifications section:

a) Select the notification(s) you want to receive.
b)  Click UPDATE.
c¢) A message is displayed: “Do you want to update
General Notifications?” Click OK.
Outcome: A message is displayed at the bottom of your
General Notifications confirming that your submission was
successful.

2 |Unsubscribe from

From the General Notifications section:

a) Deselect the notification(s) you no longer want to
receive.

b)  Click UPDATE.

c¢) A message is displayed: “Do you want to update
General Notifications?” Click OK.

Outcome: A message is displayed at the bottom of your
General Notifications confirming that your submission was
successful.
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Subscribe to Product Notifications
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Step

Activity

Action

Subscribe to product
specific notifications
and documents

From the Product Notification section:

a) Click “Add More Products.”

b) From the Product list, select the desired product.

c¢) Once the Product is displayed with the document
types:

- Select a Release Version.

Note: Selecting “All and Future” allows you to receive
information on future release versions for the product;
otherwise once a new release version is available, you will
need to come back to your subscriptions and select the
new release number.

If a product does not have release versions, “All and
Future” is the default option.

- Select the document(s) you want to receive for the
product.

- Click SuBmIT.

Outcome: A message is displayed confirming that your
changes have been successfully made to your E-
Notifications list.

Display the release
version and
documents you have

From the Product Notifications section, select “Show
Details.”

you subscribe to for the
product(s) listed

2
subscribed to for the | Outcome: The product release version and documents you
products listed. have subscribed to for the product are displayed.
From the Product Notifications section:
a) Click on the product name you want to change.
Char?ge the release b) A screen overlay to Edit Document Categories is displayed:
3 version or documents

- Change the Release Version by making the
appropriate selection.

- Select the document(s) you want to receive; or
deselect the document(s) you no longer want to receive.

February -2022 Avaya — Proprietary.

Page 14 of 15

Use pursuant to your signed agreement or Avaya policy.




- Click SAVE.

lQutcome: A message is displayed confirming that your
changes have been successfully made to your ENotifications
list

Unsubscribe from all
4 notifications for a
product

From the Product Notification section:

a) Select the product(s) you no longer want to receive
any product notifications on.

b) Click REMOVE SELECTION.

c) A message is displayed: “Do you want to delete the
iselected Notifications?” Click OK.

lQutcome: A message is displayed confirming the product(s)
that have been remove from your ENotifications list. The
screen is refreshed, and the product is no longer listed under
your Product Notifications.

February -2022 Avaya — Proprietary.

Page 15 of 15

Use pursuant to your signed agreement or Avaya policy.






