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SHARE Supplier Job Aid 
 

To��ini�Ÿate��a��Supplier��Registra�Ÿon��portal��invita�Ÿon,��you��will��navigate��to��Manage��Registra�Ÿon��Invita�Ÿon��via��the��
following��pathway:��
��

1. Menu��>>��Suppliers��>>��Supplier��Registra�Ÿon��>>��Manage��Registra�Ÿon��Invita�Ÿon��
��

2. Click��Search��on��the��Manage��Invita�Ÿons��Panel��
��

��
��

3. Select��the��NEW_SUPPLIER_INVITATION��

��
��
�� The��informa�Ÿon��below��will��populate��at��the��top��of��the��next��page.��
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4. Click��on��the��+��symbol��to��the��right��and��insert��a��new��row��for��the��company��or��individual��you��are��sending��a��

registra�Ÿon��invita�Ÿon��to.��
��

��
��

5. Enter��the��Company��Name,��Contact��Name,��and��Contact��Email.����**If ��entering��an��individual,��you��will��need��
to��enter��the��individual’s��informa�Ÿon��as��the��Company��Name,��Contact��Name,��and��Contact��Email.��
��

��
��
6. Toggle��the��box��to��the��far��le�L,��Select��Save��and��Send:��

��
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**The��supplier��will��receive��the��Registra�Ÿon��Invita�Ÿon��at��the��email��address��entered��in��the��Contact��Email��field.����
The��sender��(from��email��address)��will��


