
Instructions for Supplier Portal Landing Page 
 

1) You will receive an email from Vassar with your username and password. Once you log in you will see the following landing page: 

 

 

Notifications – This is where you will receive notifications kicked off by a business process.  This box will be rarely used 
Inbox – This is where you will receive communication from Vassar employees regarding changes or requests you have submitted. 
Profile – You can change your password through here.  When you want to get back to your Home screen, click the cloud and the Home. 

 

 

 

 

 

Invoices and Payments will 
show you status of invoices 
and payment information 

Contact and Banking this is 
where you can view/update 
your contact and banking 
information. You can also add 
attachments such as W-9 

Pos and Catalogs this is 
where you can view purchase 
orders and their status 

Notifications Inbox Profile 
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2) Invoices and Payment – This section will list your most recent invoices and payments. If you would like to search using specific criteria, such as date or 

amount, select the View More Details. You can click on any item in blue to view more details. 
 

 
 

3) Contact and Banking – When you click this screen you can click the More (4) to see all options. 
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From this screen you can change your contact or banking information if needed. You can also select Manage Attachments and upload documents that are 
need for your account. You cannot upload invoices through this section. 
 

 
 

4) You can click the Vassar logo from any screen to get back to the home page. 
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5) Pos and Catalogs – From this screen you can pull up all POs on your account. 

 

 


