
Information Classification: General

S O U R C I N G  O N L I N E

B U Y E R  U S E R  M A N U A L

COMPLETE YOUR PERSONAL 
PROFILE

1

Fashion



Information Classification: General

Each registered buyer from your company will need to complete their individual user 
profiles. 

To complete your personal user profile, click on your name in the top right navigation and 
click on My Profile. 
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Once on your profile page, click the EDIT button.
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Here you can edit the information in your profile such as email, address, job title, and more. 
You are also able to upload a photo if you desire. Click SAVE when you are finished.
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To change your password or set email notification settings, click on your name in the top 
right navigation and select My Account from the menu.
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To change your password:

1) Enter your current password

2) Enter your new password

3) Confirm your password by entering it again

4) Click SAVE
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To modify your email notification settings, click the Email Notifications tab under My 
Account.

By default, email notifications are enabled for all activity on the platform. To turn off a 
notification, click the checkbox next to the activity and click SAVE.
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