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SERVICE MANAGER /ADMINISTRATION — LOCATION PROFILE MANUAL

A. THE COMPANY LOCATION PROFILE UPDATE

NOTE:
The links you see will depend on your User Privileges. You may not see every link

shown in this manual.

1. Editing Your Company Information via Change Request

Step 1: Access the SPM website. (first-time user’s refer to Registration Sign-In Manual for assistance)

Step 2: Click the Sign in link or the IBM SPM link. The SPM Sign in page is displayed.

My account

Home Products & sarvices

IBEM SPM

IBM SPM BM service and support profile management

This site maintains the company and account profiles for WWESS',
'service providers', ‘other service providers' and 'husiness
partners' requiring access to service and support tools.
Autharization numhbers and PINs for helpcenter support are
armputing created within this application.

Support & downloads

-+ Select a country

Related links:

Step 3: Log into the application with your own created IBM id and Password.

My account

Home Products & services Support & downloads

+5elect a country

Sign in

IBM SPM
Signin UUzeyour IBM id to access and maintain vital account and cantact infarmation m
on Large account, HelpPack Customers, Business Partners and Service One id. One password.
Froviders far PCD. With the efficiency of a single repasitory, SPM is the Soaon youd wan't have to keep
Related links: Autharitative source that allows both IBM and 1BM Service Praviders to update  track of differentids and
. account and contact records, view technician training records, manage PCI passwords for the many
nputing course data, AuthdPIM numbers and control access to PCD HelpCenters. different sections of ibm.com
_ | Change prafile you use hecause We\_re
IBf id hegun ta rall aut & univarsal

Change password ! .
Forogot password? registration system. So

Password whether you're shopping,
Help
I downloading or browsing

2| signin protected areas, one-

password access will help

* Renister you enjoy a better Wehb

Ifyou do not have experience. You'll be able ta

an 1BM id, register use your IBM id to enter any

far one now. part of ibm.com that displays

the IBM id icon.

Sign-in Issues please Contact the Help Desk at 1-888-426-4409.
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The user is logged into the main Welcome page.

Home Products & services Support & downloads My account

-+ Select a country

Welcome
Welcome
|Bf SPM
Help
Hello, Canada Administrator
556G
ECAs & dealer tips You have accessed the IBM service & support home page.
. This site pravides easy access to commaonly used tools to
Sign out assistin your day to day business needs.

B =ervice and support grofile management - SPM manages WESS accounts,
1BM authorized semice providers and IBM business parners requiring access to
|IBM service & support tools or paricipating in 1IBM service & support programs.
Access this site to: maintain your company and contact profiles, ohtain an
Autharization 1 PIN number for helpcenter suppart, and view PCl course
completions.

FPersonal computing support - Personal computing support web site offers a
wide range of technical information and solutions. This feature includes task
hased navigation, trouhleshootingfproblem determination and downloads.

anty Loakup

5 Lookup Prism updates - Infotips Prism features offline access to the technical support
information availahle on the personal computing weh site. Infatips prism
replaces the electronic pocket reference manual (EPRM) application.

Service support guide (5537 - The service support guide provides reference and
guidelines far husiness partners on all aspects of parts ardering, training
requirements, service announcements, warranty, and service,

ECAsz & dealertips - Engineering change announcements (ECA) contain
important semice information for select IBM products.

Ifyau experience problems accessing either site please refer to the help
documentation or contact your IBM representative.

Information for business partners

Step 4: Click the IBM Service and Support Profile Management link or the IBM SPM link.

The Company Location id View page is displayed. (Available to Authorized Users Only)
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Step 5: Select the location you want to edit or view by clicking the Location ID link.

The Company Profile page is displayed.

Company profile
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Step 6: Click the Change Request link to edit or change company profile information.

Company profile
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The Company Profile Edit page is displayed in edit mode.

Company profile edit
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Step 7: Make the required changes to the company and click Submit.

The Change Request has been submitted for approval.

NOTE:
The changes made will not be displayed until your Service Consultant approves

them. Please allow 3 business days and/or 72 hours.



2. View the Company’s Authorized to Service

To view the brands the company is authorized to service:

Step 1: Click the Authorize to Service link.

Company profile

Refarence 13.200278
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The Company Authorized to Service page is displayed.
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NOTE:
You may also view the contact information by clicking the Contact Name link.

Step 2: Click the Done link to return to the Company Profile page.



3. View the External Company’s Technical Training

To view the Technical Training of the company’s contacts:

Step 1: Click the Technical Training link.

Company profile

Refarence 14300272
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The Company Technical Training page is displayed.
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Company Technical Training page

NOTE:
You can also view the contact information by clicking the Contact Name link.

Step 2: Click the Done link to return to the Company Profile.



4. A. View Associated Contacts

To view the contacts associated to the company:

Step 1: Click the View Associated Contacts link.

Company profile

Refrence 14300278
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The Existing Company Contacts View page is displayed.
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Existing Company Contacts View page.

Step 2: Click Done to return to the Company Profile page.



4. B. Edit Your Company Contacts

You can change the contact information by clicking the Edit link or by clicking the Change Contact name
Information link. The information available for change is different, depending on which link you select.

Change Contact name Information link allows you to change the Name, Title, Comp TIA #, Job Title,

Email Address, Work Phone Number, Service Manager / Administrator’'s Email Address, Help Center
Access Flag, Geography, Country, and Language.

Edit link allows you to change the contact’'s Association Detail / Base Location Flag and the Contact Type.
a. Change Contact Information Link

Step 1: Click the View Associated Contacts link.

Company profile

Refarence 14300272
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The External Existing Company Contacts View page is displayed.
External existing company
contacts view

i 1]
@
cempanyl MICHE oy SRTNON
e sl na el Sami= Barcelens
[Ecie o) [kl Coardici Gpan
ity R&R CELORS
fili e
"

T T T

| Ine =hon

22l i tra Hon@eni, [t o« JET I |
ra lar MB L@ O V"' tdn [T
o030 W iad [
- EE R R Lol v L
Enmardaz; o =
Mgual = Ll
Acenes, .
el 0302 WL T
Ay
R alas - rr ~
s 3810 Doz ale T e Loke w bl [
TR L 2 el W L0
Macnr Bocspsooncdficras R '\"rﬁ |
MEsrEd,
Mestar ez i@ skl 2 DI W iaa [
?Lf-‘-“‘- oo ¥ tan [
:: "".;: [ R et P Y DOOITES Y'r tza
Ioca
LT
WalinG, e ol 3 v ba neda i oo ‘f ‘fh:ﬂ r
Pdoife
sanszlaia P FE ]

Existing Company Contacts View page



Step 2: Click the Contact Name link for the contact you want to change.

The External Contact View page is displayed

External contact view
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Step 3: Click the Change Contact Information link to change the contact’s information:

External contact view
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The External Contact Edit page is displayed:
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Step 4: Make your changes and click the Submit link to submit your changes, or Cancel to cancel the
changes made. From this page, you can change:

Name

Title

Comp TIA#

Job Title

Email Address

Work Phone Number

Service Manager / Administrator's Email Address
Help Center Access Flag

Geography, Country, and Language

Your changes have been submitted and are pending approval. You are returned to the External Contact
View.

NOTE:
Your contact change request has been submitted and is pending approval for your

Service Consultant. Please allow 3 business days and/or 72 hours.



b. Edit Link

Step 1: Click the View Associated Contacts link.

Company profile
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Step 2: Click the Edit link beside the contact you want to view.
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External Existing Company Contacts View page

The Contact Name, Title, and Company Location ID is displayed.
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The Contact information that can be edited:

Association Detail / Base Location Flag (mailing address)

Contact Type

| (Contactpe |
Contact name AD LR EALT ON OT SC SM TE TH

*adrninistrator

T

- Accounts Payable

=Customer Relations
Advocate

. eClaim Administrator

T

“EClairm Adrministrator
*Lead Technician

* other

T

. all others - sales, purchasing etc.
*Owner

T

* o arvice Contact . Contact person who receives all natifications

* .
Service Manager

. Sk for each Loc. id

T

x -
Technician

s A i A R A i U R

st:Tra‘ining Education

* Atleast one contact type has to be specified

**** Note: please have one “Service Contact” in your organization to receive all communications.

Step 3: Make the changes to the contact and click the Submit link when you are finished. The changes are
submitted, pending approval.

NOTE:
Your contact change request has been submitted and is pending approval for your

Service Consultant. Please allow 3 business days and/or 72 hours.

12.



5. Change the External Contact’s Certifications

Step 1: Click the View Associated Contacts link.

Company profile

Refarence 4 300372
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The External Existing Company Contacts View page is displayed.
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External Existing Company Contacts View page

Step 2: Click the Contact Name link for the contact you want to view.

Step 3: Scroll down to the Certification section of the page.

13.



Step 4: You can either ADD or DELETE Certifications:
To ADD a Certificate:

1. Click the Add Certification link. The External Contact Certification Association Edit
page is displayed

2. Complete the Certification information:
a. Click the Certification drop down list to select a certification

b. Enter the Certification number, Date Taken (M/D/YY) and Expiration Date
(M/D/YY) if appropriate

3. Click Submit.

You are returned to the Contact View page.
To DELETE a Certificate:
1. Click the Delete checkbox beside the Certification you want to delete

2. Click the Delete link found at the top of the column. The Contact Certification
Association page is displayed.

3. Click the Delete link.
4. Click the Disassociate link.

Step 5: Click Update or Submit.

NOTE:
The links you see will depend on your User Privileges. You may not find the

Disassociate link. Changes made are submitted and pending approval.

NOTE:
A Notifier will be sent to your Service Consultant as a change request. Please allow

3 business days and or 72 hours.

14.



6. Change the Contact’s Privileges

Step 1: Click the View Associated Contacts link.

Company profile
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The External Existing Company Contacts View page is displayed.
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External Existing Company Contacts View page

Step 2: Click the Contact Name link for the contact you want to view.

Step 3: Click the View Privileges link. The External Contact Privileges View page is displayed:
|
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Step 4: Click the Edit link.

The Contact Privileges Edit page is displayed. Click Update when you finish your changes.

External contact privileges edit

First mame
Middle nama
Last namea Bou
Email TR
Locations External roles
5P read 5P QER raad O5P
Enterprise Caounkry Ciky idmlnlm‘mrﬂmnan" read idmlnliu““mmpang read

contact

profila

cantac

profila

.MRCELomnaa ™ r - .
ES MADRID D33 C r ™
ES VALEMCIA D33 I r ™
BE Schalla 333 C r r

Step 5: Click Done to return to the External Existing Company Contacts View page.
Step 6: Click Done to return to the Company Profile page.

NOTE:
External Administrators can only give access to Locations to which they

themselves have access. Therefore, if an administrator does not have access to an
entire Enterprise, they cannot give access to the entire enterprise.
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7. Resend a Contact’s PIN

Step 1: Click the View Associated Contacts link.

Company profile
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The External Existing Company Contacts View page is displayed.
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External Existing Company Contacts View page

Step 2: Click the Contact Name link for the contact you want to view.
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The External Contact View page is displayed

External contact view
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Step 3: Scroll down to the Authorization ID section of the page and click the Resend * link.

External contact view
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The Resend PIN page is displayed.
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Step 4: Click the Resend link to send the PIN to the Email address listed for the contact. The Contacts
View page is displayed.

NOTE:
An email message with the confidential required information is sent to designate.
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