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Supplier Resource 

 

 

 

1. Select ‘Company Profile’ using the Admin dropdown or in the Quick Links area.  
 

 
 
2. Profile: Company information can be edited and saved on this tab. Thirty days after registration 

supplier Trade Name, Legal Name, and Tax ID Number fields can no longer be edited. These 
fields must be updated by the organization at which the supplier is registered.  
 

3. Address Book: Suppliers can update a current address by clicking the edit pencil or add an 
additional address through selecting ‘Add Address’. Addresses can be deleted by clicking the 
Trash Can symbol. The ‘General/Corporate Address’ is populated from the information entered 
on the ‘Profile’ tab and cannot be deleted. 

 

 
 

4. Users: Administrators can edit user information by clicking on the magnifying glass next to the 
user’s name, making changes, and selecting save. New users can be added by selecting ‘Add 
User’.  

 
5. Commodities: To add or edit existing commodities, mark the checkbox next to the desired 

commodity. To expand the selection, select the expand icon next to the desired category. To 
select all commodities within a category, place a check next to the category name. To search by 
a keyword, utilize the search bar in the toolbar. Click ‘Save’ to apply any changes.  
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6. W-9: This tab will only be available if the organization chooses to collect W-9s. If inaccurate 
data exists on this W-9 then this information should be changed under the Profile and Address 
Book tabs. Once changes are made, select ‘Update W-9’ and provide a digital signature and 
date before selecting ‘Save’ at the top of the page.  

 

 
 

7. ACH: This tab will only be available if the organization chooses to collect ACH information. 
Make necessary changes to add or update ACH information before selecting ‘Save’. Click ‘Clear’ 
to remove ACH information. 
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8. Special Classifications: To add additional classifications, mark the checkbox next to the desired 
classification and select ‘Add Selected’ in the toolbar. Supporting documents may be allowed or 
required. Click ‘Select’ to upload a document from your desktop.  

 
If you would like to update a classification that is currently listed as a ‘Selected Classification,’ 
the organization will be required to mark it as inactive first. 

 

 
 
9. Other Information: Make any necessary changes to add or edit this organization’s questions 

and click ‘Save’. 
 

 
 
 

 


