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 Work Instruction  
 

SRM_Vendor Registration  

 

Purpose 

Use this procedure to register your company for SUS activity with INVISTA.  

Trigger 

Perform this procedure when receive a registration E-mail. 

Prerequisites 

 You must be an active vendor with INVISTA. 

Helpful Hints 

 The initial password you enter is not used for your registration.  You will receive a system 
generated password. 

 Some functions require allowing pop-ups in Internet Explorer.  If blocked, you should see 
icon at top and/or bottom of the page. 

 

 If cookies are disabled, you will run into system operating issues. 

 Field indicators R/O/C designate whether the information is Required, Optional, or 
Conditional.  Conditional fields have a different result based on input. 
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Procedure 

1. Start the transaction using the Registration for Supplier Portal E-mail you receive. 

 

 

 

2. Click the link provided in the E-mail. 

 . 
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Self-Registration - Microsoft Internet Explorer provided by INVISTA 

 

 

3. As required, complete/review the following fields: 

Field Name R/O/C Description 

*User Name R Select a User Name or User ID which will be used in the 
future for vendor portal access. 

 If you are an INVISTA eSourcing user, use 
the same user name and password. 

Example: Inv_sjones 

FormofAddr R Select a form of address from the dropdown. 

Example: Ms. 
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*First Name R Enter your first name. Please add indicator for role. 

Example: Sally-Adm 

*Last Name R Enter your Last Name. 

Example: Jones 

*E-Mail Address R Enter your E-mail address to receive communication. 

Example: Sally.Jones@Supplier.com 

Country R Enter the country of your company headquarters 

 

Telephone O Enter telephone number for communication. 

Example: 704-323-8321 

Date Format O From drop down, select your preference for entering dates. 

Decimal Format O From drop down, select your preference for currency. 

Time Zone O From drop down, select the time zone in which you operate. 

 

Self-Registration - Microsoft Internet Explorer provided by INVISTA 

 

 

4. Read the Disclaimer and indicate your acceptance by Clicking  . 

5. Click  . 
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INVISTA - Microsoft Internet Explorer provided by INVISTA 

 

 You will receive a Supplier Enablement E-mail shortly.  Example is as shown below. 
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An account in an INVISTA system has been created for you - Message (HTML)  

 

 

6. Click the link to access the portal. 

 . 

 You may wish to save this link as a favorite.  



 

Title: SRM_Vendor Registration 
Category 1 : Invista 
Category 2 :  

 

 

 

File name: SRM_VENDOR 

REGISTRATIONWI.DOC 
Reference Number:  

Version: Draft A 
Last Modified: 5/28/2010 3:12:00 PM 

Work Instruction 
Page 7 / 10 

 

 

 

7. As required, complete the following fields: 

Field Name R/O/C Description 

User Name R Enter the user name as indicated in the E-mail 

Password: R Enter the system generated password from the E-mail.  Type 
it in exactly as it appears.  Example: NewPass23 

Conditions R Click that you have read and accept the conditions. 

 

 When doing a copy and paste of the User Name and Password, there is often an extra 
character (space) at the end.  If access is denied, type the information or remove the 
last character to try again. 

8. Click    You will be required to select a new password.   



 

Title: SRM_Vendor Registration 
Category 1 : Invista 
Category 2 :  

 

 

 

File name: SRM_VENDOR 

REGISTRATIONWI.DOC 
Reference Number:  

Version: Draft A 
Last Modified: 5/28/2010 3:12:00 PM 

Work Instruction 
Page 8 / 10 

 

 New password must be a minimum of 8 characters.  Use your eSourcing password if 
you are an INVISTA eSourcing user. 

 

9. As required, complete/review the following fields: 

Field Name R/O/C Description 

Old password: R The system generated password from the E-mail. 

Example: NewPass23 

New password: R Enter a new password with a minimum of 8 characters. This 
will be your active password. 

Example: ***** 

Confirm new 
password: 

R Enter the new password you have created. 

Example: ***** 

 

10. Click  . 
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Security Information 

 

 

11. Click  . 

You are now in the Supplier Portal. 

 

12. Click   to verify your user information is correct. 

 

 

 You may wish to create additional users for your company.  See separate instructions 
for that work. 
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13. You have completed this transaction. 

Log Off 

Click Log Off at the top left hand of the screen to end your session. 
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