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About this Guide  

This guide provides detailed information about how to use the Partner Self Service tool. It is designed 
to be both a reference as well as an instructional guide. This guide includes an overview of the general 
processes and detailed instructions for how to get Partner Level Access, manage your information and 
company data, company access, and company association requests. 

What You Will Find in this Guide 
An overview of the Partner Self Service process: 
Partner Self Service: Guest Level View 
- Associate Yourself 
Partner Self Service: Partner User Level View 
- Change or Remove My Association 
- Manage My Information 
- Manage My Access 
- Manage Cisco Partner Relationship – Partner Registration Tool 
Partner Self Service: Partner Administrator Level View 
- Manage Company Information 
- Manage Company Association Requests 
- Manage Company Contacts Access 
Contacting Partner Help Online for Tool Support 
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Overview of the Partner Self Service Process 

Partner Self Service is a convenient way for Cisco Partners to maintain their company, contacts, 
and locations information.  It enables Partners to have more control with the validity of their data 
to ensure a smooth certification process and proper routing of communications about policies 
and program changes, as well as allowing them to strengthen their relationships with Cisco.   
  

Logging into Partner Self Service 
You must have a valid Cisco.com user ID and password to log into Partner Self Service: 
http://tools.cisco.com/WWChannels/GETLOG/welcome.do.  
 
To register for a Cisco.com user ID, go to: http://tools.cisco.com/RPF/register/register.do
During the registration process, you must indicate, in the “Register for Additional Access” 
section, that you need partner level access by selecting the “Cisco Channel Partner or Authorized 
Reseller” checkbox. 
 

 
 
After registering, you will receive a confirmation e-mail. To get partner level access, you will 
need to associate your profile to a partner company in our database. To do so, you can either 
click on the URL provided in the email or log into Partner Self Service and follow the steps. 
 

http://tools.cisco.com/RPF/register/register.do
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Chapter 1: Partner Self Service Guest Level View 

Users with guest-level access will see the following information in Figure 1.1 when logging into 
Partner Self Service.  Guest-Level access does not allow users into partner tools.  To receive Partner 
Level access, your User ID must be associated with a partner company.  To do so, click on “Associate 
Myself with a Company.” 
  
Figure 1.1: Partner Self Service Guest Level View 

 

Use this link to find the official name of 
your company that is registered with Cisco. 

Use this link only if your company is not regi
are not sure, associate your profile first.  
For more information about registering your 
access the User Guide.   
Direct URL to Partner Registration: 
http://tools.cisco.com/WWChannels/IPA/wel

 

This message will appear if 
you have only guest-level 
access.  To get partner level
access, click on “Associate 
Myself with a Company”.
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stered with Cisco.  If you 

company, use this link to 

come.do

http://tools.cisco.com/WWChannels/IPA/welcome.do
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Associate Myself with a Company  
There are four steps in associating your user ID to a partner company once you have clicked on 
“Associate Myself with a Company”: 
 
1. Search for Company Select the country from the drop-down menu and enter your company 

name in the blank field.   
 
If your company cannot be found, check the spelling or try searching the 
company name registered with Cisco using “Partner Locator.”  Lastly, if 
neither works, go to “Register My Company.” 

2. Select Location After you have selected the company name, you will be provided a drop- 
down list to select the location address to be associated to your profile.   
 
If the exact location does not appear on this list, then choose the 
headquarter location or the address which is closest to your location.  
Afterward you have submitted your request, you can contact your Partner 
Administrator to create the location and move your profile. 

3. Update Profile Make sure all required fields are completed.  
 
If any of these fields are not entered, a message will prompt you to 
complete them. 

4. Submit Request After submission of your company association request, a confirmation 
message will render and you will receive a copy of the e-mail that was 
sent to the partner administrator at your company. Once your request 
has been approved by your partner administrator, you will receive 
another e-mail confirming your Partner Level Access.  To validate you 
have Partner Level Access, log into Partner Self Service. (See Figure 2) 

 
 
Pending Company Association Request 
Your partner administrator is responsible for approving your company association request. 
If you have not received an approval e-mail, or if you are unsure whether your request is still 
pending, log into Partner Self Service and click “Associate Myself with a Company.”   
 
If the request is still pending, you will see information about when the request was sent and who 
the request was sent to for approval.  We recommend you contact the partner administrator at 
your company listed on that Web page to expedite your request. 
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Chapter 2: Partner Self Service Partner Level View 

Users with partner-level access will see the following information shown in Figure 2.1 when 
logging into Partner Self Service.  Having partner-level access automatically grants you access to 
partner tools such as the Partner E-Learning Connection (PEC).  To view all tools which you 
have default access to, click on "More Information" or "Manage My Access." 
 
Figure 2.1: Partner Self Service Partner User View 

 

If your profile is 
associated with the 
wrong Partner 
Company, click here. 

Your profile is 
associated to this 
Partner Company, 
which gives you 
partner level access. 

Click here to update your 
personal partner profile 
information such as e-mail 
address, merge user IDs, and 
view certifications. 

Click here to view, remove, 
or send a request for 
additional access to Partner 
tools.  

 
Change Association 
If your profile is associated to the wrong partner company or if you have moved to another 
company, click on “Change Association.”  After clicking the hyperlink, you will receive a 
confirmation Web page stating that your association has been removed and will be prompted to 
follow the same steps as a new user to send a company association request for a new company. 
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Remove Association  
If you do not want your profile associated to any partner company, you click on “Remove 
Association.”  After clicking on the hyperlink, you will receive a confirmation message that your 
association has been removed. 
 
Note: For your company to maintain its partner status, a valid contact must be associated at all 
times.  If you are the last contact in your company and wish to change or remove your 
association, you will be alerted that the company will have 0 contacts associated. We encourage 
you to add another contact before proceeding to ensure the company’s partner status is not 
subject to termination.  
 

Manage My Information 
This section displays all the links that allow you to manage your individual partner profile and access 
information. 
 
1. Update My Profile 
To edit your individual partner profile information such as email address, phone number and User 
IDs, click on “Update My Profile” located on the Partner Self Service homepage.   
 
Figure 2.2: Partner Self Service "Update My Profile" – My Profile 

 

 

Update your name, 
email, phone numbers, 
primary language and 
job title 

 

Enter your Cisco 
Testing ID# to associate 
your certifications with 
your profile.  

Add an additional 
mailing address for your 
profile.  
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Figure 2.3: Partner Self Service "Update My Profile" – My Location 

 

You can change the 
location associated to 
your profile.  To update 
your location, select 
from the list of 
locations provided. 

 
 
 
 

 
 
The “Manage Cisco.com User ID” tab allows users to view all User IDs associated with their profile.  Multiple 
IDs can be merged into one for users with more than one Cisco.com ID.  We recommend that all users have one 
single user ID. 
 
 

 
 
The “Other Attributes” tab displays information such as: 

• Individual Certifications 
• Cisco.com User ID(s) 
• Administrator(s) for Certification and Specialization 
• Specialization Job Roles 
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2. Manage My Access 
To view, remove, or request additional partner privileges, click on “Manage My Access” located on 
the Partner Self Service homepage.   
 
Figure 2.6: Partner Self Service "Manage My Access" – View/Remove My Access 

 

 
 
 
 
 
 
 
Figure 2.7: Partner Self Service "Request Additional Access"  

 

Default access privileges are granted based on your profile being 
associated to a partner company.  
 
Default access privileges cannot be removed unless you are 
deleted as a contact or you change your company association.

This is an additional access privilege which you have beyond the 
default “Cisco.com Partner Level” access privilege. 
 
To remove yourself from having these additional access privileges, 
you must assign someone else to replace you. 

Click here to 
view complete 
list of tools. 
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Select the additional privilege you 
wish to request from the drop-down 
menu.  

 

Chapter 3: Partner Self Service: Partner Administrator Level View 

As the Partner Administrator for your company, you be able to perform the same functionalities as a user with 
partner-level access. The difference between a Partner Administrator and a user is that as a Partner 
Administrator, you have additional privileges.  These additional privileges are highlighted in red below in 
Figure 3.1. 
 
Figure 3.1: Partner Self Service Partner Administrator View 

 

After you have made your selection, you 
will be provided a list of contacts to 
request additional access from.  

Importance of the Partner Administrator 
1. Update Company Data 

Partner Administrators update company information such as locations and contacts.  Having your 
company information updated correctly is important to ensure a smooth certification process and 
appearance in the partner locator tool correctly. 

2. Receive notifications to renew Partner Registration 
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Partner Registration needs to be renewed annually and the Partner Administrator is notified 90 days 
prior to the registration expiration date.  Without representative from your company renewing each 
year, your company’s partner status will be subject to termination and all users associated with your 
company will be down graded to guest-level access.  

3. Grant Access Privileges 
You may automatically grant a user "partner level access" by adding their profile and Cisco.com ID. 
By doing so, there is no need for the user go through the "company association" process.  Also, you 
may grant other users at your company "Partner Self Service" Administrator Access privileges 
because each company can have more than one Partner Administrator. 

4. Receive and Manage Company Association Requests 
Users at your company in need of partner level access are required to submit a request which are 
routed to the partner administrator.  A partner administrator at each partner company must exist to 
approve these requests. Without approval, the user will not get partner level access. 
 

 

Manage Company Information 
In Manage Company Information, you can as a Partner Administrator update location and contact 
information for your company by clicking “Update Company Data.” 
 
1. Update Company Data 
 
Figure 3.2: Partner Self Service “Update Company Data”  
 
 
 
 
 

 
  
Add new contacts or view all

locations and individuals 
associated to the locations.   
Download reports to Excel providing
information about individuals by 
certifications and more.
Search for contacts by different 
parameters such as certifications,
access privileges, and by name.
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All company certifications and 
specialization information will 
be displayed here, including 
when renewal is due. 

The CAM(s) working with your company 
and the Partner Administrator(s) for your 
company is listed here 
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Figure 3.3: Partner Self Service “Locations” 

 

 

 
 
 

 
 

 

To see certification information for these contac
“Certified Individuals View” 
To see administrator access privileges for these
select “Access Privileges View” (See Figure 3.3

 

Click here to view all 
contacts assigned to this 
location or to add a new
contact. 
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ts, select 

 contacts, 
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Figure 3.4: Partner Self Service – Access Privileges View 

 
 
 
 
 
2. Manage Company Ass
As the partner administrator
employees at your company
receive partner level access.
Association Requests” or yo
It is critical that you respond
gain entry into partner tools
certification and specializati
 
We empower our partners t
employment and affiliation 
which users should be assoc
to the partner administrators
 
Figure 3.5: Partner Self Servi
In this view, you can see which users have administrator access privileges. 
To edit their access, click “Edit.”  It will take you to the “Manage 
Company Contacts Access” function, which is explained in detail later in 
this chapter.
 13

ociation Requests 
, you will receive “Company Association Request” e-mails when other 
 request to have their profiles associated to your company in order to 
  In the e-mail, you will be provided a URL to go to “Manage Company 
u can log into Partner Self Service and access this link. 
 to these requests to ensure that these users receive partner level access to 

 such as Partner E-Learning Connection (PEC) and be accounted for in 
on requirements. 

o manage these requests because they have the ability to validate their 
with their company.  It is the responsibility of the partner to determine 
iated and receive partner level access. These requests will only be routed 
 and remain pending until the partner administrator takes action. 

ce – Manage Company Association Requests “Pending Requests” 

 

 
You can approve or deny multiple requests at one time. 
Select the checkboxes of each request and select either 
“approve” or “deny” 
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Approving Requests 
Before approving any requests, remember that this process relies solely on the partner administrator and they 
need to validate that the user is in fact affiliated to the company. 
Select one or more checkboxes for each pending request and click “approve.”  The next page will display all the 
requests you have previously selected for a final review.  If there are any requests you wish to remove, simply 
unselect the checkbox and press “submit.”  You will receive a message confirming the success of the approvals 
and an email will be automatically sent to notify the user(s). 
 
Denying Requests 
Denying requests are determined completely by the partner administrator.  Again, the process is similar to 
approving requests and you will need to select a reason from the drop down menu provided for each request 
denied.  Like the approval process, you will receive a confirmation message and an email will be sent to the 
user(s). 
  
Search Requests 
You can use the search functionality to find any pending or previously approved/denied requests. 
 
Figure 3.6: Partner Self Service – Manage Company Association Requests “Search” 

  
-  
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3. Manage Company Contacts Access 
This feature in Partner Self Service allows the partner administrator to manage their company 
contact’s access.   
 
Figure 3.7: Partner Self Service – Manage Company Contacts Access “Search” 
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Chapter 4: Tool Issues Support  

Partner Help Online 
For any issues or support needs on the Partner Self Service tool, p
http://www.cisco.com/en/US/partners/partners_esupport_tool_la
 
This support tool provides any Cisco channel partner with answe
enables partners to open a support case and tracks support case h
“Find Answers” feature in Partner Help to easily resolve your qu
you do open a support case, a partner support representative will 
inquiry. 
 
 
 
Cisco Systems, Inc.    Tel: 408 526-4000 
170 West Tasman Drive    800 553-NETS (6387
San Jose, CA 95134-1706    Fax: 408 526-4100 
USA      www.cisco.com
 
Copyright (C) 2004 Cisco Systems, Inc. All rights reserved. Cisco, Cisco
registered trademarks or trademarks of Cisco Systems, Inc. and/or its affi
countries. All other trademarks mentioned in this document or Website a
The use of the word partner does not imply a partnership relationship
(0304R) 

 

 

The checkbox will appear 
unselected for any additional tools
the user does not have access to. 
To grant the user access, simply 
select the checkbox for each tool 
and click “Next.” 
The user will receive an email and
their access will be updated 
automatically. 
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lease refer to Partner Help Online: 
unch.html

rs to frequently asked questions and 
istory. We encourage you to use the 
estion or issue immediately.  When 
provide a timely response to your 

) 

 Systems, and the Cisco Systems logo are 
liates in the United States and certain other 
re the property of their respective owners. 
 between Cisco and any other company. 

http://www.cisco.com/en/US/partners/partners_esupport_tool_launch.html
http://www.cisco.com/

	About this Guide
	What You Will Find in this Guide

	Overview of the Partner Self Service Process
	Logging into Partner Self Service

	Chapter 1: Partner Self Service Guest Level View
	Associate Myself with a Company

	Chapter 2: Partner Self Service Partner Level View
	Manage My Information

	Chapter 3: Partner Self Service: Partner Administrator Level
	Manage Company Information

	Chapter 4: Tool Issues Support
	Partner Help Online


