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Supplier Portal – Quick Reference Guide


	[bookmark: _GoBack]Maintain Contact Details – Update an Existing Contact

	  Step
	Action

	1
	Select the Administration icon, the General screen opens

	2
	Select Contact Directory from the left-hand menu 

	3
	Select the Update icon to make changes to an existing contact. 
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	4
	The Update Contact screen displays. Update contact information as required

	5
	If the contact/user is to be removed enter the Inactive Date

	6
	If these are the only changes required, select the Apply button 

	7
	Select User Account Information collapsible arrow to reveal extra information

	
	[image: ]

	8
	Set Responsibilities as required

	9
	Add User Restrictions as required

	10
	Select Apply
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Questions? Email to SupplierSupport@justice.vic.gov.au

[image: ]1 	TRIM ID: Enter TRIM ID here	Enter document classification here
Page 1 of 1
image3.png
He b

Responsibility Application

DJR iSupplier Full Access iSupplier Portal

User Access Restrictions

If no Supplier Sites or Contacts are specified, the user will be able to access all the data for this supplier.

Supplier Restriction

HeB#y
Suppliers
HAYS SPECIALIST RECRUITMENT AUST PTY LTD

Site Restriction

Modify Sites | 5 & 5 £F v
Supplier site
Access not restricted by Supplier Site.

Operating Unit

Contact Restriction

Modify Contacts | 57 2 (e £# v
Supplier
Access not restricted by Supplier Contact.

Contact

Address

Cancel

Apply





image1.png
Profile Management

General

Company Profile

Organization

Address Book

Contact Directory

Business Classifications

Supplier Home

Contact Directory : Active Contacts

Create | J] 2 A v [

First Name -

Elise

Colin

Tom

Thomas

Last Name =
Zubrycki

Dragon
Knight

de Launey

Supplier Name 4
HAYS SPECIALIST RECRUITMENT AUST PTY LTD

HAYS SPECIALIST RECRUITMENT AUST PTY LTD
HAYS SPECIALIST RECRUITMENT AUST PTY LTD

HAYS SPECIALIST RECRUITMENT AUST PTY LTD

Shipments

Phone Number -
03-86168432

02 9049 6958

02-90496976

Administration

Email 2
Elise. Zubrycki@hays.com.au
colin.dragon@hays.com.au
Rakhi kuntal@justice.vic.gov.au

Thomas.DeLauney@hays.com.au

Status

Current

Current

Current

Current

User Account

v

v

Addresses

i\

| @ @ @

Update




image2.png
Administration: Profile Management: Contact Directory >

Update Contact

* Indicates required field

»|User Account Information

Contact Title
First Name
Middle Name

* Last Name
Alternate Name
Job Title
Department
Email Address
url

Tom

Knight

Rakhi kuntal@justice.vic.

Phone Area Code

Phone Number

Phone Extension

Alternate Phone Area Code
Alternate Phone Number

Fax Area Code

04444444444 x

Fax Number
6 Inactive Date

(24-Aug-2020 19:45:00) (o

s [




image4.png




image5.jpg
ORlA Justice

and Community
State
Government Safety





image6.png
OR 1A Justice

State and Regulation
Government




