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Overview

Supplier Setup ensures that all required details,
such as supplier email addresses and notifications
are captured. Once a supplier is active, Virtual Cards
can be shared automatically with the supplier

by email, enabling smooth, secure, and controlled
payment handling for eligible transactions.

In this chapter you will learn how to:
Add a new supplier

Enter supplier details
Configure email notifications

Link suppliers to specific merchants

Manage existing suppliers
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Setup: Suppliers

Getting started

Navigate to Payment Control > Supplier >
Supplier Set-up.
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* * Setup: Suppliers

Adding a new supplier

o Select a supplier from the list of existing suppliers.

o Or click the plus icon to create a new supplier.

Note: To get started, you need to set up at least one supplier.
If you do not have a supplier yet, you can create

a placeholder and name it ‘No supplier’. Leave the email
address field blank. When requesting a Virtual Card,

the Requestor can fill in their own business email address.
The Virtual Card will be sent to the user’s email address.
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Setup: Suppliers

Entering supplier details

Supplier Name: Unique name for the supplier.

Email Language: Select the language for email
notifications sent to the supplier.

Status: Choose Active or Inactive.

Email Address: Add at least one email address
of the supplier for Virtual Card delivery.
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SUPPLIER SETUP DETAILS

Company: Black Corporation
« Wisselwerking  Diemen, - 1112XP

* Indicates required field
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SUPPLIER EMAIL NOTIFICATION

# Allow VCN details to be emailed to this supplier
Allow VCN requestor to manually enter a new email address when requesting a VCN
Submit reminder email
Allow card image to be emalled to this supplier

SUPPLIER EMAILS




* * Setup: Suppliers

Configuring email notifications

Choose if you would like to:

Allow Virtual Card details to be emailed
to this supplier.

Allow Requestors to enter their own email
address when requesting a Virtual Card.

Send reminder emails to suppliers
for unused Virtual Cards.

Include a card image in the supplier’s email
notifications (optional).

Enter the supplier’s email address
and click [ Add 1. You can add multiple email
addresses.

Optional: Merchant ID and Acquirer ID

Link the supplier to specific merchants.
If you don’t know these IDs,

go to the Authorization Activity Report

or contact your ICS representative.

Click [ Save ] to confirm.
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* * Setup: Suppliers

Managing existing suppliers

o To delete a supplier, click the trash icon.
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o To edit supplier details, click the supplier’s
name and update the fields.

SUPPLIER SET-UP
Company: Black Corporation
« Wisselwerking « Diernen, -- 1112XP

e Click [ Save ] to confirm.

‘Supplier Name:

Note: Deleted suppliers are marked Inactive, not removed. :
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