Business Use

SUPPLIER REGISTRATION
Add Additional Contacts

Abstract

This job aide will show you how to add secondary contacts.
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Overview

Infor serves as the modern solution for work management, contract, and invoice processing. This
document is intended to provide you with a step-by-step guidance on how to add a secondary
contact. Secondary contacts can respond to events and have additional usernames and passwords

By reading this document at its entirety you will be able to:

- Add Secondary Contacts

Screen Menu/Tab/Sub-tab Fields
1. Enter the Username and Password.
2. Click on the Sign in button.
3. Click Create Contact (Plus sign) on the Contacts block.

= Supplier - SIT Test Supplier

SIT Supplier Banking

Email Address
mthirumanjanam@pplweb.com Profile - Contacts =+
Phone
+1111111 ID Registration Status Secondary Contact
3066 Complete
Mailing Address kclosson@pplweb.com
10 main street Pittsburgh, PA Business Type Dun & Bradstreet
15001 & B
Edit
2 VAT Number VAT Country

SIT Test Supplier

Tax 1D
Mailing Address
10 main street Pittsburgh, PA 678678678
15001
- - Congratulations! Your account has been set up and
Remit Address is the Same you will now receive email notifications of events
related tn commadity endec far which un
22 Edit
Commodity Codes - Certifications - +

ELECTRICAL CONTRACTORS
11

Not Approved




September 21, 2022

New Contact Screen

Contact Information

Enter information for other contacts in your company. These contacts can respond to events, and have additional user names and passwords.

User Name * Password * Confirm Password *
Title First Name * Last Name *
Country Code Phone Number * Extension

Q=
Mobile Country Code Phone Number

Q= D Sms Enabled
Fax Country Code Phone Number Extension

Q=

Email Address * *

Receive Email Notification

Next

Enter Username - This will be used to login to the Supplier Portal.
Enter Password - This will be used to login to the Supplier Portal.
Renter Password.
Specify the Supplier Contact’s Title.
Enter First Name.
Enter Last Name.
Enter Phone Number Country Code.
Enter Phone Number.
Enter Mobile Phone Number Country Code.
. Enter Mobile Phone Number.
. Select the check box to receive the SMS Notifications.
. Enter Fax Phone Number Country Code.
. Enter Fax Phone Number.
14. Enter Email address.
15. Click Next (located in top-right of screen).
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