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Steps for Vendor Registration in New Org

1 Navigate to https://cm2gpct.neworg.com/v3?Pagenum=98

2 Click the "Email" field.

https://scribehow.com
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3 Enter your password here.

4 Click "Login"
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5 Click "Settings"

6 Click "Company"
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7 Complete the "Company" field.

8 Complete the "Street Address (This is where checks will be sent)" field.
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9 Complete the "Unit No. or PO Box" field. (If applicable)

10 Enter the "City" field.
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11 Enter the "State" field.

12 Enter your email address.
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13 Enter the "Phone" field.

14 Enter the "Point of Contact: First Name" field.
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15 Enter the "Point of Contact: Last Name" field.

16 Choose in the drop down "Delivered" OR "Non - Delivered".



Made with Scribe - https://scribehow.com 9

17 Enter any "special notes" in the notes field.

18 Review and read carefully the "Delivered Fuel Vendor Agreement" by clicking the
green link. (see below)
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19 After reviewing agreement carefully, Click "×" to get back to last screen.

20 Enter the "Vendor Representative Name (Delivered Fuel only)" field.



Made with Scribe - https://scribehow.com 11

21 Select "I agree"

22 Enter the "MOU Agreement Date (Delivered Fuel only)" field. (date you are signing
your agreement)
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23 Click "Update"

24 Return back to Click "Settings"
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25 Click "Cities"

26 Choose or Select all the towns your company services. (check all boxes)
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27 Click "Submit"

28 Return back to Click "Settings"
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29 Click "Services"

30 Choose all of the services your company provides.



Made with Scribe - https://scribehow.com 16

31 Click "Submit"

32 Click Logout.


