
How do I change a username in case the contact person leaves the company? 
 
Log in to your supplier account, in the Admin tab 
 

 
 
 
 Click on the "Contact Directory"  > Click on the Create Button and enter the details of the new 
contact person, and click on the Save Button.  
 

 
 

 
 



 
 

 
 
This information will be sent to the Supplier Admin, and he will either approve or reject it. If a 
rejection is made, a rejection reason will be sent with a rejection reason. 
 
 


