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SERVICE MANAGER /ADMINISTRATION  – LOCATION PROFILE MANUAL 
 

A. THE COMPANY LOCATION PROFILE UPDATE 

 

The links you see will depend on your User Privileges.  You may not see every link 
shown in this manual.   

NOTE: 

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.  
 

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

 
 

                            Sign-in Issues please Contact the Help Desk at 1-888-426-4409. 
 

1.  
 
 



The user is logged into the main Welcome page. 
 

 
 
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)  

 
 

2.  



Step 5:  Select the location you want to edit or view by clicking the Location ID link.   
 

The Company Profile page is displayed.   
 

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

 
 

 
 
 
 
 
 
 
 
 
 
 

 
3.  

 
 



The Company Profile Edit page is displayed in edit mode. 
 

 
 
 
Step 7:  Make the required changes to the company and click Submit.   
 
The Change Request has been submitted for approval. 

 

The changes made will not be displayed until your Service Consultant approves 
them. Please allow 3 business days and/or 72 hours. 

NOTE: 
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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.   
 

 
 

The Company Authorized to Service page is displayed. 
 

 
 

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

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

 
 

The Company Technical Training page is displayed. 
 

 
Company Technical Training page 

 

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

Step 2:  Click the Done link to return to the Company Profile.  
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4. A. View Associated Contacts 
 
To view the contacts associated to the company:   
 
Step 1:  Click the View Associated Contacts link.   
 

 
 
The Existing Company Contacts View page is displayed. 

 

 
Existing Company Contacts View page. 

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

7.  

 
 
 
 
 
 



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.   

 
 

The External Existing Company Contacts View page is displayed.  

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

 
Contact View page 

 
 

9.  
 
 
 



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

 
 

The External Contact Edit page is displayed: 
 

 
 
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. 

 

Your contact change request has been submitted and is pending approval for your 
Service Consultant. Please allow 3 business days and/or 72 hours. 

NOTE: 
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b. Edit Link 

Step 1:  Click the View Associated Contacts link.   
 

 
 
Step 2:  Click the Edit link beside the contact you want to view. 
 

 
External Existing Company Contacts View page 

 
 
The Contact Name, Title, and Company Location ID is displayed.    

 
The External Contact Company Association page is displayed: 

11.  
 



The Contact information that can be edited: 
 

Association Detail / Base Location Flag (mailing address)  

Contact Type 

 

 
 
 
 
 
**** 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. 
 
 

 

Your contact change request has been submitted and is pending approval for your 
Service Consultant. Please allow 3 business days and/or 72 hours. 

NOTE: 
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5. Change the External Contact’s Certifications 
 
Step 1:  Click the View Associated Contacts link.   
 

 
 

The External Existing Company Contacts View page is displayed.  

 

 

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. 
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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. 

 

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. 

NOTE: 
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6. Change the Contact’s Privileges 
 
Step 1:  Click the View Associated Contacts link.   
 

 
 

The External Existing Company Contacts View page is displayed.  
 

 
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: 
 

 
Contact Privileges View page 

 
15.  

 



Step 4:  Click the Edit link.   
 

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

 
 
 

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.  

 

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. 

NOTE: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16.  



7.   Resend a Contact’s PIN 
 
Step 1:  Click the View Associated Contacts link.   

 

 
 

 
The External Existing Company Contacts View page is displayed.  

 

 

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 
 

 
 
 
 
 
 
 
 
 

18.  
 
 



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

 
 

 
 
The Resend PIN page is displayed. 
 

 
 

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

 

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