ESM Supplier Profile: Create a Customer List

Create a customer list in ESM to help manage your email notifications. By default, you will receive email
notifications of all open invitation opportunities. When you create “assigned customers,” you can select
to only receive open invitations from your assigned customers.

e Go to https://eprocurement.esmsolutions.com/.
e lLogin using your email address and ESM password.
e Click on the “Profile” button in the upper left corner of the screen.
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e Select “Customer List” from the “Select Function” drop down menu.

Select Function -
Add/Edit User
Attachment Library
Commodities
Customer List
Company Information
Diversity Classification

Email Motifications

e Click the search button.

customer list

Customer Name: Filier Customer Name

State: Select State v or Province: Filier Province Name
Countrv- United States Y2
e Note that there are two pages of customers. 4 Previous | page of 2

Navigate to page 2 to select The University of Tennessee.

Check the “Assigned” box for each of the customers from whom you wish to receive open

invitation email notifications.
Customer Name = State Province Country Assigned

University of Tennessee N n/a United States v m

e Click “Update” to save changes.
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