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User Guide

How to Update Information in a Supplier Account

This guide is for suppliers that need to update information in their profile after being approved by the World
Bank Group and added to the Supplier Database. Changes to the supplier information need to be approved by the
Corporate Procurement Vendor Team.

Step 1: Using existing login credentials, Sign In to the WBGeProcure portal and complete the two-way
authentication factor Sign In.
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Enter the code (which is valid for 3 min) received via email
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Step 2: Click on the User Icon at the top right corner and click “My Account” from the drop-down menu.
In the Company Information page update, any of the fields as required and click Save. The
Registration Status will change from Approved VT to “Awaiting Vendor Submission”.
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Contact information / Supplier name Patrick Test Company Name Contact
COMPANY INFORMATION GENERAL INFORMATION QUESTIONNAIRE FINANCIAL INFORMATION
fou have no content to display. SAVE
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COMPANY INFORMATION

Company Name

Registration Status | Awaiting Vendor Submission | Application Number SUPP035874
Address ‘ ‘ vendor Nurmber 0000208556
City Annandale Website

Country United States ~ Phone

State / Province Virginia v Fax

Postal Code 22003 Company Email

Currency USD - US Dollar ~

Description of Goods / Services \fng[gy ‘ Conversion Comment




Step 3: Review and update information in each page as needed. Once the information has been updated,
go to the Finalization tab and click on the Finish button to complete the process and submit the
application for further Review and Approval. A message confirming that the application has been

submitted is displayed.
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Supplier name Changing Name Contact

FINALIZATION

WORLD BANK GROUP 1 1 | I

COYPOTate Procurement corporateprocurement@worldbank.org | 202-458-5858 | http://procurement/
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