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Add a New User to Account

1. To add a new user to your account, click on your name at the top right-hand corner of
the screen.

srmsupplier359@gmail.com (Logout)

2. Click onthe Contacts link.

User Settings

User Settings ®

+ Addresses

« Change Password

3. Click the Create New Contact link.

Contacts @

reate new Contact

4. Enterthe relevant information then click Submit.

> Your request will be issued for approval. Once approved, the new user will receive a
confirmation email.

Create Contact

Create Contact ®

Title: | M.

First Name: Jane
Last Name: Doe
Email Address: newcontactperson@gmail.com
Confirm Email Address: newcontattperson@gmail.com
Position Title:
Department:
Phone:  Required
Mobile: 62056111
Fax:

Inactive: [



