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Locate the NCID User ID

SunPac School Systems User Mapping

Each School System user created in NC E-Procurement has an assigned NCID User ID. In order for the
user’s eRequisitions in NC E-Procurement to be successfully processed by SunPac, the user's NCID
User ID must be mapped to the corresponding user’s ‘NCEP Login’ within the NCEP Username Cross
Reference screen in SunPac.

1. Click the ‘UserMaintenance’ link from the Common Actions Portlet or from the ‘Create’ shortcut

menu on the Menu Batr.

Note: The user must have the role of Security Administrator, EPLite Administrator, or User

Maintenance eForm in order to have access to the ‘User Maintenance’ option.
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2. Title —Itis not necessary to enter a title, as this request will not be submitted.

3. Select Maintenance Mode — Select the appropriate type of user maintenance to perform. To
locate the NCID User ID, select ‘Update.’

US144: Untitled UserMaintenance
User [ Next b |
- Enter a title.
[1] Title
(2] Complete Title: Untitled UserMaintenance
Form
- Select Maintenance Mode: | No Choice
[3] Summary No Choice
My Labels: Apply Label Add
Delete
[Next ¥ |

4. Locate the user's name in the ‘User’ drop-down menu. If the user's name does not appear in the

drop-down menu, select ‘Search for more...’ to search for the user in the pop-up window that
will appear.

5. Click ‘Next.’

US149: Untitled UserMaintenance
User [ Next b |
- Enter a title.
1] Title
(2] Complete Title: Untitled UserMaintenance
Form
_ Select Maintenance Mode: | Update v Locate the user’'s name in the ‘User’
(3] Summary Entity: LDUR ) drop-down menu or select ‘Search
for more...’ to conduct a search for
User: V) the user.
My Labels: Apply Label...
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6. Locate the user's NCID User ID. Make note of this value to enter into SunPac.

Note: This value can also be noted during the initial addition of the user. Also, it may be helpful to

copy and paste this value to make certain it is properly entered into SunPac.

Note: Once the Unique Name value is obtained, this ‘UserMaintenance’ request may be deleted.
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US506: Untitlecd UserMaintenance

— Form

[3] summary

Entity:
NCID User ID: {_

Name:

Email Address:

Management Level:
Supervisor:

Ship To:

Bill To:

User Group:

Groups:

Roles:

(=]
. To add a new user, you will need to have the NCID User ID of the user you are trying to add.
[1] Title
| COMPLETE FORM - USERMAINTENANCE
=71 Complete
(2]

SunPac.Administrator )

” S0PaE Adiinistrator

SunPac.Administrator@nc.gov

9999999 |~

| O]
|SunPac Ship To @]
|Sunpac Bill To S|
LDUR O]

LDUR Purchasing Agent [ select ]

Address eForm Role, Edit Bill To Role, EPLite Administrator,

EPLite Administrator LDUR, EPLite Purchasing Agent, EPLite Reporting Role
EPLite Requestor, EPLite Requestor - No eQuote, EPLite - Requisition Editor,
No Supervisor, Security Administrator, User Maintenance eForm [ select ]
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[l. Enter the NCID User ID in SunPac

Once located, the user's NCID User ID will be entered in the corresponding user's ‘NCEP Login’ field on
the SunPac NCEP Username Cross Reference screen.

1. To access this screen, select ‘E-Procurement’ once logged into SunPac.
2. Next, select ‘Username X-Reference.’

Note: All users may not have access to this screen. Please check with your system administrator to
obtain the correct permissions to access these records.

3. Enter the user's NCID User ID in the ‘NCEP Login’ field.

4. Press ‘F20’ to save and update the changes.

lick mouse to get control

AS/400 - NCEP Username Cross Reference
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Enter the NCID User ID for each
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