pennsylvania

OFFICE OF THE BUDGET

MANAGE MY DATA

Note: Please allow 30 minutes for the input of new data to show in the system.

This screen is used to UPDATE information such as email address, phone number, or fax.
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* Manage serData As an Administrative User for your company in the PA Supplier Portal you have the authonty to:

« Manage My D=

Create Additional Users

Manage Company Data

Manage Supplier Addresses

Manage Bank Cata & Product Categores

= Manage Company Data

» |Maintain Addresses

= Suppler Servize Center

To access the Administrative User options, refer to the links located on the left navigation bar. If you would like t
left comer of the screen.

The "supplier Service Center” link located on the left navigation bar contains helpful tools to provide assistance

The "Help" link located on the upper fght comer contains common supplier questions and contact information.

Select PROCESS to open the fields. DO NOT touch the roles! Update the appropriate
information and select SAVE at the top.
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