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• Suppliers are responsible for updating their information on the Supplier Portal. Note that 
there are 3 email addresses which can be used to receive notifications from S2C/P2P 
which can be modified for different uses as explained below:

• Email used for tenders. This email is contained within the Main Address Tab and can be 
changed on the Addresses Tab accessed via “Your Business” on the drop-down list on the 
top right-hand side of your screen.

• Email used for P2P orders. This email will also receive emails from the Invoice Capture 
system advising that invoices are incorrect. This order’s contact email can be changed on 
the Bank Details Tab which is accessed by clicking the customer icon on the vertical 
toolbar on the left-hand side of the screen followed by clicking on edit.

• Email used for payment remittance advice. This email will be used to send details of 
payments. This payment remittance email can be changed on the Bank Details Tab which 
is accessed by clicking the customer icon on the vertical toolbar on the left-hand side of 
the screen followed by clicking on edit.

Introduction
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Email used for tenders
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Click on your company 
name followed by “Your 

Business”

Click on your company 
name followed by “Your 

Business”
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Click on “Other” subsequently insert new email contact and click 
“save” this will add a new contact

Click on “Main Contact”

Click on “Other” subsequently insert new email contact and click 
“save” this will add a new contact
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Add a new user
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Click on your company name 
followed by “Your Business”
Click on your company name 
followed by “Your Business”
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Click on “Users”

Click on “+ Add User”
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Fill in the mandatory fields 
(*). 

Kindly note that the same 
email can be used for 
several different 
profiles/account however 
the system will lock one 
username to the pertinent 
account and cannot be re-
used.

Only 
administrators 
can create 
other users
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General Account email



12

Click on your company name 
followed by “Your Business”

Click on your company name 
followed by “Your Business”
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Click on “Addresses”
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Click the pencil under 
“Action” to edit the address 
details or the + Add Address 
to add a new address.

Click the pencil under 
“Action” to edit the address 
details. 
Here you can change 
address/Tel no/email etc.

Click the pencil under 
“Action” to edit the address 
details. 
Here you can change 
address/Tel no/email etc.

Change/add address and 
contact details associated 
with that Address
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Email used for P2P orders 

and/or Email used for 

payment remittance advice
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Click the “Customer” tab.
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Click “Edit”.
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Click “Bank Details” to edit 
the address details. 
“PAYMENT”
This email will be used to 
send details of payments

“ORDERS”
Email used to send orders 
from P2P. This email will also 
receive emails from the 
Invoice Capture system when 
invoices are incorrect. 

“PAYMENT”
This email will be used to 
send details of payments 
made to you

Don’t forget to save to update
the changes!




