
0 
 

 



1 
 

Table of Contents 

Introduction................................................................................................................................................... 1 

Logging In ...................................................................................................................................................... 2 

Courses .......................................................................................................................................................... 3 

Accessing & Enrolling in Courses ............................................................................................................... 3 

Attending Courses ..................................................................................................................................... 4 

SPSM® Family of Certifications: Exams ...................................................................................................... 4 

 SPSM® Family of Certifications: Scheduling an Exam ............................................................................... 5 

SPSM® Family of Certifications: Exam Prep Materials ............................................................................... 6 

Profile ............................................................................................................................................................ 7 

Identifying Information ............................................................................................................................. 7 

Changing Your Profile Picture..……..………………………………………………………………………………………………………7 

Changing Your Profile Picture ................................................................................................................... 7 

Address Settings ........................................................................................................................................ 8 

‘Verify An SPSM’ Settings .......................................................................................................................... 9 

Print a Transcript ....................................................................................................................................... 9 

Networking.................................................................................................................................................. 10 

Webinars ..................................................................................................................................................... 11 

Magazine .................................................................................................................................................... 12 

Library ......................................................................................................................................................... 13 

What’s New ................................................................................................................................................. 13 

What’s Next ................................................................................................................................................ 14 

Conclusion ................................................................................................................................................... 14 

 



1 

Introduction 

Welcome to the Next Level Purchasing Association.  Next Level Purchasing is absolutely delighted to 

have you as a member. 

The Next Level Purchasing Association is a new, exciting way to enjoy all of the benefits of a traditional 

purchasing association plus other benefits, without having to pay a membership fee.  You can interact 

with hundreds of thousands of your purchasing peers from all over the world, get the latest articles in our 

online magazine, and manage your purchasing educational and certification pursuits all in one place.   

There are two membership levels in the Next Level Purchasing Association.  The first level is the basic 

membership which includes the following free benefits: 

 A subscription to our biweekly email newsletter, PurchTips

 A copy of the latest Purchasing & Supply Management Salary Report

 A copy of the latest Purchasing & Supply Management Career & Skills Report

 Access to our monthly online magazine

 Access to webinars, conducted approximately once a month

 Access to our Networking Page, which enables you to participate in discussions with other

members

 And access to our online Express Course “Managing Supplier Performance”

The second level is the Premium Membership which includes these additional benefits: 

 Access to the NLPA Library

 Access to every Express Course

While the basic membership in the Next Level Purchasing Association is offered free of charge, there is a 

fee for the Premium Membership.  To learn more about the Premium Membership, click here. 

You will notice that we offer many other online courses and certification programs.  There is a fee to take 

those other courses, but you are not obligated to enroll in anything beyond the free basic membership.  

You can choose to simply enjoy only the free resources if you wish.  Of course, if you are serious about 

your career and want to get a more comprehensive education or pursue your SPSM
®
 Certification, Next 

Level Purchasing is here to help you. 

The rest of this manual will describe how to use the features of the Next Level Purchasing Association so 

you can get the most out of your membership. 

https://www.nextlevelpurchasing.com
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Logging In 

You’ll log in by clicking the “Login” link in the upper-right section of any page on our main website.  

You will see a form similar to that seen in Figure 1.  Enter the user name and password found in the email 

you received upon signing up and click on the “Log In” button.   

 

 

If you do not remember your username or password, you can click on the “Forgot Password?” link.  You 

will then be able to enter your user name or the email address you used when signing up for the Next 

Level Purchasing Association, click on the “Submit” button and you will be sent an email containing your 

login information. 

 

After logging in, you will see a link to this manual and a link to the Introductory Video (see Figure 2).  

The video will guide you through many of the core features of the Next Level Purchasing Association 

step by step. 

You will also be able to view your membership type: “Basic,” “All-Access Corporate Subscription” or 

“Premium.”  If your company has enrolled you in the All-Access Corporate Subscription, you will have 

automatic access to all full-length and Express Courses, as well as the Library tab.  You may also choose 

to upgrade your own account to Premium Membership.  Doing so will grant you automatic enrollment in 

all present and future Express Courses, as well as the contents of the Library tab as long as you maintain 

your Premium Membership. 

Further down the page, you will see the eight tabs listed in Figure 2: “Profile,” “Courses,” “Networking,” 

“Webinars,” “Magazine,” “Library,” “What’s New” and “What’s Next.”  Each of these tabs contains 

various features of the Next Level Purchasing Association. 

 

Figure 2 

 

Figure 1: The Login screen 
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Courses 

Accessing & Enrolling in Courses 

By default, the first tab you are taken to after logging in is the “Courses” tab.  This tab is where you can 

attend any of the courses in which you are enrolled, and, if you would like, enroll in new courses through 

our secure shopping cart.   As illustrated in Figure 3, a selection of our Express Courses can be found at 

the top of the list, followed by the full-length courses of each of the SPSM
®
 Programs, and finally our 

additional full-length and Express Courses.  A thermometer, found to the right of each of the SPSM
®
 

Program blocks, notifies you how far along the way along you are towards earning that respective 

certification.   

 

Figure 3: Some features of the “Courses” tab 

 

For each course in the “Course” column, the “Status” column will contain either “Enrolled” or “Not 

Enrolled,” depending on whether or not you are registered for that course in our system.  If you are 

enrolled in a given course, the “Action” column will contain a button to attend it.  The button text will 

either read “Attend Class” and be colored gray, or read “Completed” and be colored green, depending on 

whether you have earned a passing score in the course or not.  You will still be able to attend a course 

after you have completed it. 

If you are not enrolled in a given course, the “Action” column will instead contain an “Enroll Now” 

hyperlink to purchase an enrollment.   

If you are not enrolled in a certain certification program, you will find in the Courses list an “Upgrade to 

SPSM[level] Program” row colored in red.  The corresponding “Action” column will contain an “Upgrade 

Now!” link, giving you the option to upgrade to either the regular program, or the program with Enhanced 

Results.  (Note: you must become certified in the first level of the SPSM
®
 Certification in order to enroll 

in the next higher level) 
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Attending Courses 

To access any of the courses in which you have enrolled, click on its respective “Attend Course” or 

“Completed” button.  For full-length courses this will take you to a lesson menu containing buttons to 

access each of the eight course lessons, as well as the course’s interactive Mid-Term Game.  Each of your 

eight current lesson scores will be displayed next to its corresponding lesson button.  Click any of the 

lesson buttons to enter the lesson labeled.  For Express Courses, the “Attend Course” button will instead 

take you to a course synopsis, followed by a “Begin” button; click this button to enter the Express Course. 

When you complete an Express Course, you are given the opportunity to print a certificate documenting 

your accomplishment.  Even better, when you complete a full-length course, such as those that are part of 

the SPSM
®
 Family of Certifications, we’ll send to you by postal mail a frameable certificate that is 

printed on high-quality parchment paper.  A sample of such a certificate is seen in Figure 4.  

 

 

SPSM® Family of Certifications: Exams 

For each of the SPSM
®
 Certification Programs in the Courses Menu, you will see rows representing the 

courses that make up that program, followed by rows representing that program’s Exam (see Figure 5).  

You must pass all of the courses of the respective program and have paid the exam fee—either as part of a 

program or as a standalone fee—to be eligible for the applicable exam.  If you are not eligible for an 

exam, the “Status” column will read “Not Yet Eligible” and the “Action” column will read “Learn More!”  

Click on the “Learn More!” link to see a breakdown of which courses you are enrolled in or passing and 

which ones you are not.   

 

Figure 5 

If you are enrolled in all courses of a certification program, but have not yet completed all of its 

respective courses, the “Status” column will read either “Not Yet Eligible Or Paid” or “Not Yet Eligible 

But Paid,” depending on whether or not you have paid for your exam.  If you have enrolled in and 

completed all of the program’s courses, the “Status” column will read either “Eligible but Not Paid or 

Scheduled,” “Eligible but Not Yet Paid,” or “Eligible and Paid.”  

Figure 4: A sample certificate for one of our 
full-length courses 
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In any of the above cases, the “Action” column will contain a “Details” link (as shown in Figure 5), 

where you can view a breakdown of your current course scores.  If you have passed all of the program’s 

courses and have not yet paid for your Exam, the “Action” column will contain a “Pay Now” link to 

purchase it through our secure shopping cart.  If you are eligible and have already paid for your Exam 

take, the “Action” column will instead contain a “Schedule Now” link to self-schedule your SPSM
®
 

Certification Program Exam. 

 

SPSM® Family of Certifications: Scheduling an Exam 

Clicking on the “Schedule Now” link opens up a new window containing a calendar of dates and a list of 

available times (as seen in Figure 6).  The regular available times are 8:00AM, 9:00AM, 10:00AM, 

1:30PM, and 2:30PM, all in Eastern U.S. Time.  However, due to volume, some of those time slots may 

not be available for a given day.  To convert any available time into your local time zone, use the 

“Convert to your local time” link found after each time listed. 

 

Figure 6: Scheduling an SPSM® Exam 

Advancing the month if necessary, select a date in the calendar by clicking on it.  The list of times will 

then be updated with the available times on that day.  It is not recommended that you schedule an Exam 

more than one-month away from the current date, as statistics indicate that our students’ pass rates drop 

dramatically after that time.  If none of the available times on a given day are convenient for you, you can 

schedule a custom time by clicking the radio button labeled “None of the above times work for me,” then 

using the drop-down menus that appear to select a custom time (as seen in Figure 7).  Be aware, however, 

that if the time you select is outside of our regular business hours or on a weekend, we will not be able to 

offer you technical support during your exam.  The system will warn you in this situation. 
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Figure 7: Selecting a custom exam time 

Once you schedule an Exam, you will receive an email reminding you of the exam time and other 

important information.  On the “Courses” menu of the Association, the respective “SPSM[level] Exam” 

row will read “Scheduled for [date]” if the date is in the future, or “Scheduled for today at [time]” if the 

exam is scheduled for the same day (as seen in Figure 8).  If scheduled for the same day, the “Action” 

column will contain a “login” link so that when the time comes, you will have direct access to the Exam. 

 

SPSM® Family of Certifications: Exam Prep Materials 

If enrolled in one of the SPSM
®
 Certification Programs, you will see an additional row containing 

“SPSM[level] Exam Prep Materials” and a button in the “Action” column marked “View” (as illustrated 

in Figure 8).  Clicking the “View” button opens a new window containing helpful materials related to the 

respective SPSM
®
 Certification Program.  These materials include Orientation Guides, Guide to the 

respective Exam, a practice exam and— once you have passed all of the required courses—direct links to 

each of the Quick Reference Guides and end-of-lesson video summaries found in the respective 

certification program.  All of these materials are seen in Figure 9. 

 

Figure 8 

 

Figure 9: The SPSM Exam Prep Materials 
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Profile 

Identifying Information 

The “Profile” tab is where you can view and edit your personal settings.  In Figure 10, you can see some 

of its features.  Near the top of the tab, you will find your “Identifying Information,” which contains your 

first name, last name, email address and username.  You are not able to edit your username directly, but 

you can make changes to your name or email address and click on the “Submit Changes” button near the 

top of the tab to save them. 

 

Figure 10: Some features of the Profile tab 

You will also notice a profile picture to the right of your Identifying Information.  This is where you can 

upload a photograph of yourself to help identify yourself to your peers in the Next Level Purchasing 

Association.  This photograph will be used on your Next Level Purchasing Association membership card 

(obtained by clicking on the “Print Membership Card” link) as well as in the “Networking” tab. 

Changing Your Password 

On the Profile tab you will also find a function that allows you to change your password from the default 

that was provided when you joined to something that will be easier for you to remember. To change your 

password click on the “Change Password” link within the “Identifying Information” section and follow 

the instructions contained within the pop-up box. 

Changing Your Profile Picture 

To change the default profile picture, click on the “Change Profile Picture” button.  You will then be 

taken to a screen (seen in Figure 11) where you can upload a portrait-orientation (vertical) picture of 

yourself from your hard drive.  Once you have selected one, click on the “Submit” button and the system 

will display and confirm your new picture that other members will see. 
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Figure 11: Changing your profile picture 

One of the places where your profile picture is used is on your Next Level Purchasing Association 

membership card.  In the “Identifying Information” section of the “Profile” tab, you will find a link 

reading “Print Membership Card.”  Clicking this link with automatically generate a PDF membership 

card that you can then print out. 

 

Address Settings 

Further down the “Profile” tab, the “Address Settings” section is where you can change your address (see 

Figure 12).  If you’re enrolled in our full-length courses, this is the address to which we will ship your 

completed course certificates.  (Again, for the Express Courses, you are given the opportunity to print 

your own certificate once you pass those courses.)  You can make changes to this Address Settings 

section then click on the “Submit Changes” button at the top of the tab to save them.   

 

Figure 12: Address and Verify An SPSM settings 
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‘Verify An SPSM’ Settings 

Near the bottom of the “Profile” tab, you will see the “Verify an SPSM Settings” section (see Figure 12).  

This section allows students who have earned their SPSM® Certifications to control what information of 

theirs appears on our “Verify An SPSM” page.  The “Verify An SPSM” page is a searchable database of 

students who have earned their SPSM® Certifications.  A person can lookup SPSM’s by first or last name 

and, if the students’ settings permit, see their SPSM® Exam scores, along with their letter grade and GPA 

equivalents.   

You can control the visibility of your SPSM® information in the “Verify an SPSM’ Settings” section.  

First, you can control whether your name is searchable at all by changing the “Show Name in List?” drop-

down menu to either “Yes” or “No.”   If your name is searchable, you can control the accessibility of 

additional information by checking the checkboxes corresponding to your numeric, letter grade equivalent 

and GPA equivalent scores.  If a box is not checked, the respective item will be marked as “private” in 

your record.  You can save your changes by clicking on the “Submit Changes” button.  If you are not 

SPSM®-certified you can edit and save this information, but you will not appear in the Verify An SPSM 

listings until you have earned your SPSM® Certification. 

 

Print a Transcript 

Finally, in this section, you are able to generate a PDF transcript that you can then view, save or print by 

clicking on the “Print a Transcript” button.  This transcript contains a list of which courses you have 

passed and—if you have taken the SPSM® Exam—the date of the exam and your score in it, including 

your letter grade and GPA equivalent score. 

 

  

http://www.nextlevelpurchasing.com/spsm_verify.php


10 
 

Networking 

The “Networking” tab (illustrated in Figure 13) is where you can participate in threaded discussions with 

other purchasing professionals, similar to LinkedIn or Facebook.  You can create new posts by typing text 

into the text box at the top of the tab and clicking “Post to Page.”  You can also reply to existing posts by 

clicking the “Reply” link under the post that you wish to reply to.  This will generate a new text box with 

its own “Post to Page” button.  Type text into that text box and click on the button to reply to the original 

post.  Your post should then immediately appear.  

 

 

 

More-recent posts are displayed at the top of the tab and go backwards in time from there.  To view older 

posts, click on the “View More Posts” link at the bottom of the tab.  Members are likely to find this 

feature the most fun part of the Next Level Purchasing Association.  We encourage you to log in every 

day and discuss purchasing topics with fellow members. 

Figure 13: The Networking tab 
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Webinars 

Approximately once per month, the Next Level Purchasing Association will host a live webinar on an 

important purchasing topic.  Topics, dates, times, and registration instructions for the next webinars will 

be posted on the Webinar tab (seen in Figure 14) and will also be emailed to you. 

 

Figure 14: The Webinars tab 
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Magazine 

The Next Level Purchasing Association features Leading-Edge Supply Management: a monthly online 

magazine with educational articles.  The Magazine tab (illustrated in Figure 15) will feature the latest 

edition of Leading-Edge Supply Management plus select past editions as well.  Click on the cover of the 

magazine to open that issue. 

 

Figure 15: The Magazine tab 
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Library 

If you are enrolled in the All-Access Corporate Subscription or Premium Membership, you will have 

access to the contents of the Library tab (seen in Figure 16).  The NLPA Library contains procurement 

templates, webinar slides and on-demand replays, and transcriptions of interviews with procurement 

experts. 

 

Figure 16: The Library tab 

 

 

What’s New 

Next up is the What’s New tab (illustrated in Figure 17).  This tab will feature the latest Purchasing & 

Supply Management Career & Skills Report, updates on new courses and features of the Next Level 

Purchasing Association, links to PurchTips, and any other messages that we feel would be beneficial to 

our members.  Be sure to stop by this tab often to keep up with the latest developments of the Next Level 

Purchasing Association. 
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Figure 17: The What's New tab 

 

 

What’s Next 

Finally, the What’s Next tab contains information about new courses, certifications, and other products or 

services that we will be offering in the near future. 

 

Figure 18: The What’s Next tab 

 

Conclusion 

We hope that you are excited about your membership in the Next Level Purchasing Association.  It 

represents an opportunity for you to have a more rewarding career and to connect with your purchasing 

peers from across the world.    All of us here at Next Level Purchasing thank you for joining the Next 

Level Purchasing Association and hope that you have a rewarding experience as a member. 


