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Edit Responsibility

To add or remove a GSL # or Site # from your
select Edit My Profile from the Admin menu.

@ GE Energy AP Self Service
AP Self Service Admin Contact Us Training Log Out
Edit My Profile
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Privileges

Click the privileges button on the next page to
display the GSL #s + Sites you currently have

access to.




Remove a GSL + Site

e Toremove asite, select it from the List of GSL # box
and click the remove button and click Next

e To add anew GSL + Site click the Add New Button
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Access Request Form

[Lookup Toolk‘
SSSSS N E E

4 )
Add/Remove
access

imagination at work

(

. of e . \
Responsibilities
requested



Responsibility Form

GE Supplier # 's To Add To vour Profile

GEL #s: |E::. E

In the responsibility form you can choose to search for your
supplier GSL and Site #s assigned to your company in three
methods;

e Search by the actual GSL #
e Search by a GE Purchase order
e Search by an invoice number submitted by your company

The process is the same for each lookup for the rest of the
manual we will focus on the GSL method.
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Enter GE Supplier # "= To Add To Your Profile

GSL #s=: *E}.

Click here to open the GSL
Lookup

Enter the GSL numberto _—|

locate the individual sites
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List of GSLs #

Find GSL

Search Results

GsL # Site #

) 100001 192

) 100001 672

© 100001 397

O 100001 596

© 100001 624

© 100001 111

) 100001 258

O 100001 273

© 100001 206

© 100001 254

(@] 100001 469 b
@ Done 0 Internet




Enter GE Supplier # "= To Add Te vour Profile

List of GSL: #

100001 , 192
100001 , 672

GSL #=: 100001 ||Zl,

Select the >> button to add the GSL + Site. Repeat until all
sites are added to the responsibility box
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This process should be completed for either the GSL #, PO

# or invoice # section on the responsibility form. The
invoice, PO or GSL # will determine the data you can
access in the application.
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Click the preview request button on the bottom of the page to

view the request.

First Marne:
E-Mail Address:
Phone Mot

Fax Mo:
Address Line 1:
City:

Country:

GE Contact:

Lizt of GSLs #

Profile Change Confirmation

User Details

Last Marne:

¢ GENERAL ELECTRIC COMPANY

MY

Cormpany
555-555-558 Extanzion:
1 River Road Addressz Line 2:
Schenectady State/Province:
UMITED STATES ZipfPostal Code:

Approval Request

[rpss admin ]

Lizt of POs#

Lizt of Invoices #

100001 . 132

=

Click Submit to request access
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