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Supplier Registrabn Invita Yon
SHARE Supplier Job Aid

Toini Yate a SupplierRegistraYon portal invita Yon, youwill navigateto ManageRegistra¥on Invita Yon viathe
following pathway:

1. Menu>>Suppliers>>SupplieRegistraon >>ManageRegistralon Invita Yon

2. ClickSearchon the Managelnvita YonsPanel

3. Selecthe NEW_SUPPLIER_INVITATION

TheinformaYon belowwill populateat the top of the next page.
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4. Clickonthe +symbolto the right andinserta newrow for the companyor individualyou are sendinga
registraYon invita Yon to.
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5. Enterthe CompanyName,ContactName,and ContactEmail. **If enteringanindividual,youwill need
to enter the individual’sinforma Yon asthe CompanyName,ContactName,and ContactEmail.
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6. Togglethe boxto the far le L, SelectSaveand Send:
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**The supplierwill receivethe Registra¥on Invita Yon at the emailaddressenteredin the ContactEmailfield.
Thesender(from emailaddresswill



