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1  From the “Procurement” Tab

2  Select “Suppliers”
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1  Click on the list menu to view the options

2  From the menu click Manage Suppliers
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If you have any questions or need any assistance, 
please contact Accounts Payable at:

ap@gmhec.org
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3  Enter your supplier’s name into the search field.  
NOTE: Try variations on the name, for example Joel Morales try Morales, Joel,
Morales, or Joel

4  Click Search 
5  Your results will fill in below


