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MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

To access your account please use the URL https://www.paprocure.com.

Log into your account with your credentials.

THE PORT AUTHORITY OF NY &NJ

Supplier Login
Existing Suppliers
- Use Supgiier Log in oplian on the Ief 1o aeeess your ateount
UserdD *  yatest @ = Toadd additicnal lccations/offices, please follow New Suppler instruction below.
[ P— -

Mow Supplicrs

(Eepts) h - Gtk here 16 Fegister &S @ Rew Suppiker,
Logen Probiems? Eargot Password / Eomot UseriD
Click here 1o register as new supglier

Supplier Registration | Profile c
‘Wekame to The Port Autharity of New York and New Jersey Supplier Repistration website. This website provides supgliers, contractors and consultants with a faster and more effertive mechanism fo establish and manage a company profile fr conducting business
Authority.

Na specialized technology is required o use this website , only 3 web browser {Intermet Explorer 9 and above | Chirome {curent release cycle) / Safari 2.0 and above) and access 1o the Intsmet. Suppliers can create of updale profiles online, 3t no cost 1o them.

The registration process wil gaher i information, ] ity and senv 9 e produicts and Services & COMPpaNy My provide. When & need 1o a commodity or senice aises, buyers wil select supplier demogrg
‘commodity code information 10 invite paricipation in the compelitive bidding process.

Our website has bean designed 1o ba user fnandly with compiate instrucbions provided in EAQ and Halp saction. By using our secure Infarmet websfe, suppliers wil ba able fo:

= Maintain company infarmation

+  Selecl GOOIS and Senvices your COMparny provices

The Part Authority of New York and New Jersey values it's relationship with cur suppliers and we look forward to serving you more efficiently with our latest value added service, Please review cur Privacy Statement and Terms Of Use policy.

Ta view some areas of the PAPROCURE you will need AGoDe ALTOML Reacer h“"’!g

1. Forgot Password:

If you forgot your Password, please click on “Forgot Password” to generate a new password for your
account.

THE PORT AUTHORITY OF NY & NJ DMetp

Home
B Supglier Login
Privacy Statcment
Existing Suppliers
L acecunt
tees 01 ine: R Toam . pisasa Sikow New Supier
Fasswoed ¢
Comtact un o
ran teagml NS A ——,
Logen Protlems 1
ik e f gl s e . 1
Supplier Registration | Profile
‘Weicome 10 The Port Authorty of New York and New Jersay Suppily ReQisraton wolsie This wobsitn provides SUDDB. Coniractors. utants it a daster and mechanesm 10 estabiish and manage a company profin for CONALCHNG Dusingss with the Fort
Al ooy webale | only and I Sakan § 0 and above ) and ‘Buppkers can choatn of update crodies onkne, a1 o oSt 10 tham
codes(P Categonias) the prducts and services a company may provide Whan A nesd dor 3 Commadity o srvice anses, buyers will seect sUpplar demographics andior

g P gt Inrmasion, an
COMMaARy $o0d IISAMENON 10 INVlR DAMKIDARCN I ING COMEAlE Bigding process.
Our wutrie has Dien designod 19 B Lt Iendy with comphle instructions provaed in EAZ] and ey sechon. By Lsng our secuns Inlimel websio, suppbrs wl B abie b

= Malkan company infoemancn

= St Goods and SHRMCEs yOur COMpany pivvioes

The Pon Authority of Hew Fork and Now Jersey out we ook tatest valie e, PRease review our Proacy. Slatersesl and Tems OF Uss policy.
T view some areas of e PAPROCURE you wil need Adbe Acratat Reader [AY 061

Aciitional Lirka:
+ EudAy mu‘ﬂP
* BPropesl Adverinementy
* o hle e palin: hate:
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MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

A. Enter your User ID and e-mail address to generate a new password.

THE PORT AUTHORITY OF NY & NJ
Logan Help

Having touble logging in? |

A - — €—

¥ you ane sall naving issuss, phaase ¢l Us 3t 212-435-4600 or emall 3t pagrocurs@eannl 9oy

B. Once you have submitted your User ID and e-mail, a message confirming the Password Reset will
appear on your screen. A new temporary password will be assigned and sent to your registered

e-mail address.

THE PORT AUTHORITY OF NY & NJ
Logon Help
19 Personsfcrmatn | onfmstion |

Confirmation of P rd Reset
Mew password w as assigned and sent by e-mail. Please close the window .

If you are still having issues, please call us at 212-435-4600 or email at paprocure@panyni.qov.

THE PORT AUTHORITY OF NY &NJ



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

C. Copy and paste your temporary password into the login screen as below:

THE PORT AUTHORITY OF NY & NJ

Supplier Login
Exisling Suppliers
= Uise Suggher Log in colion on the ket 1o sccess your accout
WeedD®  XVETEST T , phisasae Tobow Niw Suppier ifSInachion Disow.
Pastwrs " sassssssnne -
Hew Suppliers
(Legdn] CRCH DD 10 Feistar 4.3 oW UGG

Logen Problems? Fgrol Pasaword 7 Eossol UsedD
CCK DD 15 PSS 35 N SUDORST,

Supplier Registration | Profile

Welcome 10 The Port Authority of New York and New Jursey Suppber Regatration webaite. This websie orovides suppiers, contraclon and comsuliants with a taster snd more efective mechans |o estabiish and manage a company profile for conducting business with the Port
AuTwity.

Mo spacialzed technology 1§ 1qUIRd 1o USa ik websiln , only 3 wel DIwsar | B and abow ¥ ‘300wR) ANd 30888 10 118 INTAt SUPPSS C3n AR OF LPCAIR PIOMSS CEna, 31 Ro COSH D them
The Bgistration process wil QaTar demograghic information, inSluding commeadty d alegorsa} BN Barices B SOMOANY MEy provids. Whan 3 nasd for 8 commedity of sarvica Brses. buyers will Bsiect supolisr demagrachics snair
O wetste ha red 10 be usel Frstiuctons provded By using our secure , sueplors wil be abde b

= Mantan comgany nfomaton

+  Selec Goods and Services your compary provides.

Tha Port Authaority of Now York and New Jersey valuss it's relasionship with car suppliers and we look forwand 1o serving atnst vy Privacy. Toms Of Use poicy.

FiY ot

D. Login with the temporary password. You will then be directed to set up a new password for
your account.

The new password must satisfy the following criteria:

e  Minimum length of ten characters

e Must have at least 2 upper case character
e Must have at least 2 lower case character
e Must have at least 1 number

e Must have at least 1 special character

THE PORT AUTHORITY OF NY & NJ

Supplier Login (Change Password)

Hew password must contain the following:

« Minkmam leng®: of fen (10 characiers (
= Must have at least 2 upper case character

- MuS v 3 19351 2 lowar Ca56 Charsc lr —
- Must have at lgast 1 number

= Must have af least 1 spacial character

- Password axpires in 90 calindar days

THE PORT AUTHORITY OF NY &NJ 4



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

2. Forgot User ID:
If you have forgotten your User ID, please click on “Forgot User ID” to generate a new User ID.

Regestration

Privacy Statement

Torms Of Usw

THE PORT AUTHORITY OF NY & NJ
Supplier Login

Exising SupQisers

= Upee Suppher Log in option on the kel 1o sccess your accounl
e b phease fobow New Suppie bk
Password ©

How Suppliees

a5 on) - Gk harg o register 35 3 Paw Suggder.

Logon Probiems ? Ecenol Passerd / Ecegot UseiD
ik hers 1o register as new suppler. ‘

Supplier Registration | Profile
Welzome o The Port Authority of New Yori and New Jersey Supplier Regisiraion websie. This websfie provides supplers, coRITaZions and consuRENts with 3 faster and more effectve machanism io establisn Snd manage 3 campany profile for condu

Mo spocialeed echnology = requined 1o wse his websfe | only @ wob browses (infermet Exploner 9 and above | Chrome (curment relearse cycke) £ Safan 5.0 and above) and sccess 1o (he Infemel. Supplens can create of update profies onling. at no cost i then
e products and senices B COMDANY MAy provioe. Wnen a need jor @ commodity of Senice arses, buyers wil select o

‘The registration process wil gather demographic informatice, including commodity and
commodny code Wil L bigding peocess.

Cur websita has been designed in ba ser Friendly with complete instructions provided in FAD) and Help section. By using our secure intemet website, suppliers will be able to

*  Maintain comparny information

+  Sulect Goods and Servces your company phovides

Pivacy Statoment and Teoms Of Use policy.

s IS our supplier Torward to serving you by with our

The Port Authority of New York and New Jersey

To view some sreas of the PAPROCURE you wil need Adobe Acrobsl Reader L\"ﬁ

A. On the next screen you will be asked to enter your First Name, Last Name and registered E-mail

Address, to generate a new User ID for your account.

THE PORT AUTHORITY OF NY& NJ

Forgot my User ID

*First name: | joa |
| < —

* Last pame | senith|

* E-Mal Address:  sale@wyTiest com

i afe sl having issues, please call us at 212-435-4500 o email 31 papdol ureEnanyn gov.

My User ID Details

Details provided did not match with records available. Please comtact Port Authority of New York and New Jersay for support.

B. Afteryou click on “Get UserlD,” your new User ID will appear on the same screen as shown below:

THE PORT AUTHORITY OF NY & NJ

Forgot my User ID

* Firsiname. | joe
*Lastrama | smim

*E-Mad Adress. | saEixyziestcom

1 you are 50 Paving issuss, pease cal us a1 212-435-4500 of emal 3t paprocTe@panym gov

My User ID Details

Yiour logon i is = XYZTEST

t

THE PORT AUTHORITY OF NY &NJ



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

3. Updating Your Company’s Information:

Use URL https://www.paprocure.com to login to your account.

THE PORT AUTHORITY OF NY&NJ

Supplier Login

Existing §

- Use Supplier Log in option on the left to access your account.
- To add additional locationsfoffices, please follow New Suppier instruction below.

UserD*  XYZTEST
Passwoid ' ssssssssss - 6
Hew Suppliers
[LogOn] - Click here 1o register as a new supplier.

Logon Problems? Forgol Password | Forgot UserdD
Click here 1o register as new supplier.

Supplier Registration / Profile

Welcome to The Part Autharity of New York and New Jersey Supplier Registration website. This website provides suppliers, contractors and consultants with a faster and more effective mechanism to establish and manage :
Authority.

No specialized technology is required to use this website , enly a web browser (Internet Explarer © and abave / Chrome (current release cycle) / Safari 9.0 and above) and access to the Intamet. Suppliers can create of update pi
The registration process will gather i ion, including and services codes({Product Categories) representing the products and services a company may provide. When a need for a commodity or ¢
and’or commodity code information to imvite participation in the competitive bidding process.

Our website has been designed to ba user friendly with complete instructions provided in EAQ and Help section. By using our secure Intemat website, suppliers will ba able to:

Maintain company information

Select Goods and Services your company provides

The Port Authority of New York and New Jersey values it's i ip with our iers and we look forward to serving you more efficiently with our latest value added service, Please review our Privacy Statems

To view some areas of the PAPROCURE you will need Adobe Acrobat Reader m’ @m

A. Under Supplier Data Maintenance tab, you may take the following actions:

Company Data: Edit your company’s information
Product Categories: Edit your company’s product categories
Employee: Create new employees or to edit employee information

Under Company Data, click on “Edit” to make any changes to your company’s information. After your
initial registration, contact us at paprocure@panynj.com or call us at 212-435-4600 to make changes to
your company’s name or business structure.

THE PORT AUTHORITY OF NY &NJ &



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

1'IEI'III'I'I|.I'I1I|IIII'I1’OF NY & MNJ ot Aty Wetatn
Rack Hisdery Walcoma: Mr_ Jon
P—{'.p—d (G
Suppber Dt Msisterarce el
‘Suppler Data Mainterance Ful
= Company A Company Data h
Compary Data Edit

= Product Categones
Product Catogacies
= Employees
Croate Employon
Ligt of Employees
©wn Data

e
D
e

= Important Infermation

Note: i you made changes to General Communecation and'or address infarmation, those changes will be updated immediataly.

Company Name, Taz I and Business Structure cannct be changed. For any :Iumsle lﬂau Hekds, please contact The Pon Authceity of NY & NJ via e-mail o call (212) 435-4600.
Ta ba sat up for Fort Autharity paymant or to change payment infarmation, plaase con Part Authority of NY & NJ Accounts Payable ai tmmmﬁ%

Please then pravide the following mlormation.
« Currant W-8 Farm (Exhibit 1)
+ Complated ACH Enroliment Form (Exhibit )
* Samphe Inverce [Click Here)
* A copy of your company’s wire instructions, bank ketter, or voided check. This vakidates tha banking information provided in the completed ACH Enroliment Form (Exhibit 3)

Upan complation, Thie Port Authadity of WY & NJ will review the submitted You will b your phetnd of if wa requite additional infarmation

= General Company Information h =

* Comgany Name:

XYZTEST
NameZ2:
Marmie3
MNamed:
° Language. English =
Curancy: Unitd States Dollar ]
Business Structure: Carpeeation | Inc.

B. You can edit your company’s mailing address on the Address tab.

C. If your company has been certified by the Port Authority of NY & NJ as Minority, Women-owned,
Small or Disadvantaged Business, that information will be displayed to the right side of the screen
under the Address tab. (This is not editable)

THE PORT AUTHORITY OF NY & NJ

- l,

Suppler Data Mairienance:

Suppher Dats Mairionance

= Address h

* Country usA
Stata

“City: {* Postal Code:
Streel Address

Minerity Indicators.
Minority Business

Women oaned
Disadvantaged Business
Small Business Indicators
Jantonal

EE

Naw Jarsay
Jersay City 07302
2 Montgomery Streat

Commodity

Undormmmed Unanmmed Guards
Prof Architects & Engmesrs
Building Program Management
Constructon

PC Maimenance

DEanEEEE @Ed

THE PORT AUTHORITY OF NY &NJ {



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

D. You can edit your existing Phone Number, Fax Number and E-mail Address. Changes cannot be
made to the general e-mail address used to register with on this screen. You can add new Phone
Number, Fax Number and E-mail Address by clicking on “New Line” under each section in General

Communication tab.

THE PORT AUTHORITY OF NY & NJ
i
Suppier Duta Mairtenance Heip

Suppier Duta Mainierance

* How e
Pnn Authosity will be using the default email address for all communications with the supplier
~For Payment or Bidding Erquiries, the smai specied will be used for communications.

[P —— |
Constrution o
PC Maintenance ]
= Goneral Communication
Phano Number Extonsion Courtry
1018851212 UsA =
@ |NewLine
Fax Number Extension Country Standard Number
B No result found
*, New Line
E-Mail Address Standard E-Mail Address.
sale@xytest com ®
General@yziest com (=]

Standard Numbar
@.
Emaid Type
L

Port Authorey Webste  Log

eicome. Mr. Joe 56

E. Thee-mail type “Payment_Contact” is used for payment information. At present, the other option
“Bidding INQUIRY” e-mail type is not in use but will be activated with future system

enhancements.

General Communication

=
Phone Number
2015551212
2125551212

New Line

Country
USA
I

Extension

E-Mail Address Standard E-Mail Address

sale@xyztest com [C]

General@xyztest com Q i}
accountspayable@xyztest com Q i |

Note:
- Port Authority will be using the default email address for all communications with the supplier.
- For Payment or Bidding Enquiries, the email specified will be used for communicaticns.

| Standard Number
®
O
Email Type

PAYMENT_CONTACT
BIDDING_INQUIRY

F. To delete Communication information, click on the trashcan icon by the information to be

deleted.

=  General Communication

[

Phone Number Extension
2015551212

2125551212

Fax Number
@ No result found

E-Mail Address.

Country
USA

USA

Extension Country Standard Number

Standard E-Mail Address

sale@xyztest com @®

General@xyztest com (@] i |
o i)

accountspayable@xyztest.com

Note:
- Port Authority will be usina the default email address for all communications with the supolier.

Standard Number
®
o]

Email Type

PAYMENT_CONTACT
BIDDING_INQUIRY

THE PORT AUTHORITY OF NY &NJ



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

4. Bank and Tax Details:

= | Bank arfll Tax Details =
= \Q * ¥ =
Country | ABA ! Routing# Account Number Accou older SWIFT Code

USA Your Routing # Your Account # four Account Name] £

A. On the bottom of the page, complete the “Bank and Tax Details.” When entering your banking
information, Country, ABA/Routing#, and Account Number fields must be completed. (Please
note: if your bank is an international bank, a SWIFT Code will be required instead of an
ABA/Routing#).

If you have provided the Tax Number details while registering, that information will appear as below. For
security purposes, you cannot edit this information. To add or change Tax Number information, please
contact us via e-mail at paprocure@panynj.gov.

Tax Type Tax Number

USA: Employer ID Number 99-9999999
N ~

B. If you have been awarded a contract and will sending Purchase Order invoices to the Port
Authority of NY & NJ, please provide the required information stated on the top of the page to
the ACH ENROLLMENT@PANYNJ.GOV to allow Accounts Payable to complete the payment set
up process.

C. Once all changes are entered, scroll to the top of the screen and click “Save.”

THE PORT AUTHORITY OF NY & NJ Fon Aumorty Wabass | Log

. Wivicoms: Mr. Jom S0

— o= i
= Important Information
Mote: If you mads changes 1 Ganeral Camunication andior address infarmation. thase changes will be updased enmodistoly
T B S S, i G s S T A 20 A 1 00 00

Pleane then provede the follewing mfeemabon

9, + Current W% Form (Exhibit 1)
« Complated ACH Encoliment Form (Exhibit 2)
- Samplo Invaice (Click Here)
* A apy of your company’s wire msiruchens, bank igtier, or voided check. This vahidates the banking micemation previded i the comglatad ACH Enrolimant Form [Exhibit 31

Upan comphetion, The Port Authority of NY & NJ will review he subimtted documents. You will be noted tat your enrollment s campletied o f we requite addtional information
= General Company Information

" Company Nama: XYZ TEST

D. Once your changes are saved, a confirmation e-mail will be sent to your contact e-mail address.

5. Product Categories

THE PORT AUTHORITY OF NY &NJ 2



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

To make changes to your company’s Product Categories, go to the Supplier Data Maintenance tab and
click on “Product Categories.”

THE PORT AUTHORITY OF NY&NJ

sl O

Supplier Data Maintenance | Help
Supplier Data Maintenance
< Company A Company Data
Company Data Edit
= Product Categories z Important Information

Product Categoriesﬁ

Note: If you made changes to General Communication and/cr address information, those changes will be updated immediately.
<~ Employees

Company Mame, Tax ID and Business Structure cannot be changed. For any changes to these fields, please contact The Port Authorit

Create Employee To be set up for Port Authority payment or to change payment information, please contact The Port Authority of NY & NJ Accounts Payable a
List of Employees Please then provide the following information:
Own Data ¥ + Current W-9 Form (Exhibit 1)

+ Completed ACH Enrcliment Form [Exhibit 2
= Sample Invoice (Click Here

+ A copy of your company's wire instructions, bank letter, or voided check. This validates the banking information provided in the completec
Upon completion, The Port Authority of NY & NJ will review the submitted documents. You will be notified that your enrollment is completed ¢

= General Company Information
J pany

* Company Name: XYZ TEST

Name2:

Name3:

Named:

= Language: English
Currency: United States Dallar

Business Structure:

e

A. To add new product categories, click on “Add New Product Categories”.

THE FUKI ARUTHUMIIY U NY & NJ

vOn AUmoy wensse | Lo

Welcom: Mr. Joe 5

{ﬂ | =
Supper Data Maintenance: Help
Supgler Dats Mairdenancs Full S
= Company List of Product Categaries
Company Data |Subma| | Resat |
= Product Categores = Listof Product Categories -
Product Categones D-Md Now P 1 Cat - ] ‘
= Empicyess

Categary Name
03764 REPLICAS: FOOD, FRUIT_ETC.

Create Employee
List of Employeas
Own Data 04551 MIXERS, FOOD (HOUSEHOLD TYPES)

Click on “+” to expand the product category list and select the one from the expanded list.

THE PORT AUTHORITY OF NY &NJ 10



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

Selection of Product Categories

Select the product categories you can supply

Find:

Available Product Categories
b Expand All - ¥t Collapse All
Category Mame

[ @ RSMATCLASSLS R3P_300 Material Group ERP System

Flease click here for a list of NIGP Codes/Product Categories and their complete descriptions.

The expanded Product Categories will appear as below:

THE PORT AUTHORITY OF NY &NJ 1



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

Selection of Product Categories

Select the product categories you can supply

Find: | | Go|

Available Product Categories
K Expand Al -t Collapse All
Category Mame

[l @ R3MATCLASSLS R3P 300 Material Group ERP System
[ s 00500 ABRASIVES
® 00505 ABRASIVE EQUIPMENT

e 10514 ABRASIVES, COATED:

e 10521 ABRASIVES, SANDBLAS
e 10525 ABRASIWES, SANDBLAS
00542 ABRASIMWES, SOLID: WY
e (0556 ABRASIWES, TUMBLING
& 0563 GRINDIMNG AND POLISH

RN N R R RN RN R
L}

& 10570 PUMICE STOME
Page1 d4Back 1 2 3 4 5 B 7 8 Forwarde 706

Please click here for a list of MIGP Codes/Product Categories and their complete descriptions.

B. You can also search for the product category by entering the specific product type in the find field.
You can navigate across the search results using left and right arrows.
|

THE PORT AUTHORITY OF NY &NJ 12



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

C. For a complete description of the NIGP Codes/ Product Categories, select “Click here” at the
bottom of the search results page.

Selection of Product Categories

Select the product categories you can supply

Find: food
Search Result : Result 1 of 40

Please click on forward or backward arrow to select additional NIGP codes
Awvailable Product Categories

b Expand Al #f Collapse All

Category Mame

» (3756 PAPER, CREPE

® 03764 REPLICAS: FOOD, FRU

I

& 13775 S0ODA FOUNTAIN EQUIR
® 03778 SOUWENMIRS: PROMOTIO
® 03754 TOYS AND GAMES (MOT
& 04000 AMIMALS, BIRDS, MAR
04002 ANIMAL CARRIERS

& (4003 AMIMAL CARE SUPPLIE
& 04004 AMIMAL TRAIMING ECQU

O n
| ]

& (4005 EEES
Page 1 4Back 23 2 5 2B XN 28 29 30 Forwardk J0B

Flease click here for a list of MIGP Codes/Froduct Categories and their complete descriptions.

Your selected product categories will be displayed as below.

-]
THE PORT AUTHORITY OF NY & NJ 13



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

Product Categories *

[ add

Category Mame

00514 ABRASIWES, COATED: i}
005258 ABRASIVES, SANDBLAS i
03764 REPLICAS: FOOD, FRU i}

Finally click on submit to add the product categories to your List of Product Categories.

¥ L\ -
_List of Product Categones.
Submit

' Risit
= | List of Product Categories

|7 Add New Product Categories |

Category Name Status Actions.
00528 ABRASIVES, SANDBLASTING (OTHER THAN METAL) New 2]
03764 REPLICAS: FOOD, FRUIT, ETC. @
04551 MIXERS, FOOD (HOUSEHOLD TYPES) @

6. Additional Contacts:

You can add/delete more contacts, identify their roles and manage that information.

THE PORT AUTHORITY OF NY & N.J Pulidoty ity | Lon
Viskccme bl Jou Lenith
L =
Succber Dafa Marteracs Hala
Susper Data Marmeraccs Fuol Sereen
= Company List of Product Categones
Company [(ata Submit| | Reset
= Product Categaries = List of Product Categories -
Presduet Categarias [ Audd Now Product Categaries
= Employied
i Category Nasme Seatue Actions
N e 0526 ABRASIVES. SANDBLASTING (OTHER THAN METAL) B o
o
Ll Employees < —
oo Dk 3764 REPLICAS: FOOD, FRUIT, ETC. i |
(4551 MIXERS, FOOD (HOUSEHOLD TYPES) i |

A. To view existing contacts, click on “List of Employees”

b | =

Suppier Data Muniesanse Help

uppber Data Manisnance

= Company - List of Emplayees
Company Data = List of Employees
= Product Categories -
Product Categanies
= Employess
Craate Employee
List of Employess « /
Own Data

L

Actions Seatus Employes Name Rew User i E-Mail Address
Unlocked Mr. Joo Smith XYZTEST salaifxvziest com

B. To make any changes to the existing contacts, click on Own Data. Those fields marked with
asterisk (*) are mandatory.

THE PORT AUTHORITY OF NY &NJ 14



MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

THE PORT AUTHORITY OF MY & MNJ
il 1
e Raet®|
v Z e
* Compary O Dt
Compuny o [Bame] By
[ — B Primay Comie it
——— il
Ry s—
* Pt Marva
PP _
A iy
O Lt h - Tapanment
angoage

Sabes Narager
L |
Eoghet
T

BB
1D ser e

Lastars, Tima Plase Yoy

BEEE

sovasi:

s

L

et

Pl fiarre

® Ermplase amaarin

F Una pemseanen
L3 hiosficason About Changes & Suppier Daes.
® Metsepbon About Chang 1 Certsct Parsers.

C. You can assign an administrative role to employee. This assigns the ability to add/change any
information for your profile as well as add/delete other users from your company. After entering
your changes, click on “Save.” You receive an e-mail confirming changes made to contact person

details.

D. To add new employee, click on “Create Employee”.

ATREPUHT TUFNY&TNT

Lrgtar

EE

Please enter all the required information. Fields mark with asterisk (*) are mandatory. Click on “Create”
after all the required information is entered.
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MANAGING/UPDATING SUPPLIER PROFILE INFORMATION
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E. To generate a User ID and Password for the newly added employee’s information, click on list of
employees and then click on the newly added employee’s name.
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Then click on “Edit” to generate a User ID and Password.
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MANAGING/UPDATING SUPPLIER PROFILE INFORMATION

F. Enter the User ID and Password for the newly added employee.
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Assign an employee to the “Employee Administrator” role by checking the box shown above. This role can
add/change any information for your profile as well as add/delete more users from your company.

You can also select the checkboxes for E-mail notification, to allow the new employee to receive
notifications. Should that employee no longer need to receive notification e-mails, the notification
checkboxes should be unchecked.

Once all changes, are made, click on “Save.” You will be sent a confirmation e-mail for all changes made.
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