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Supplier Registration Reject 

Audience: Supplier Administrator 

Purpose: This job aid will assist with rejecting a supplier registration because it does not meet 
the criteria for approval. 

 
Step 

Action 

1 

Login to the Home page and click the Suppliers icon. 

 
2 Click the Notifications (Bell) icon. 

3 

Select the Notification for Action Required: Request to Approve Supplier ####. 
 

 
4 Review the request and if criteria are not met for approval, click the Reject button. 
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