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1. VENDOR ENGAGEMENT  
WORKFLOW
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VENDOR ENGAGEMENT WORKFLOW
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platform
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registration
6.Access
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for detailed 

documentation

Vendor Onboarding SVOL

4.Invitation 
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8.Create & 
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7.Contact 

Creation
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To Microsoft

PL

10.Create & 

Issue PL
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location 

Creation

SVOL: Sub Order Vendor List
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2.ACCESS TO MICROSOFT DYNAMICS 
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2.1 CHECK IF YOUR ACCOUNT 
IS LINKED TO MICROSOFT 
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CHECK IF YOUR ACCOUNT IS LINKED TO MICROSOFT

Check if the email/account is already registered into Microsoft, or not.

1. Go on this link: https://account.microsoft.com

VENDOR

2. Click on SIGN IN

3. Insert your email account

4. Click on  NEXT

CASE A
YOUR ACCOUNT IS NOT A MICROSOFT ACCOUNT

CASE B
YOUR ACCOUNT IS ALREADY A MICROSOFT ACCOUNT

The system will verify if your email address is

already linked to a Microsoft account and 

returns an alert

See slide 6 See slide 8

https://account.microsoft.com/
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2.2 LINK YOUR ACCOUNT 
TO MICROSOFT
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CASE A: CREATE A MICROSOFT ACCOUNT VENDOR

1. Click on NEXT

2. Choose and insert your password

3. Click on  NEXT

4. Complete the account

5. Click on  NEXT

6. Enter the code received by 

email

7. Click on  NEXT

8. Follow the steps required

9. Click on  NEXT

10. The account will be created

11. Automatic redirect to 

Microsoft home page

NOW AN ACCOUNT MICROSOFT 

HAS BEEN CREATED

PLEASE PROCEED 

FROM THE INVITATION EMAIL
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2.3 ACCESS STEPS
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ACCEPT THE INVITATION RECEIVED BY EMAIL VENDOR

10

from D365.met.svc@mairetecnimont.it

Click on the link at point 2

1 2

from invites@microsoft.com

Click on Accept Invitation 

Hint:  you might have been already b2b authenticated on Tecnimont Azure farm 

by means of Digital Documents / FTA usage.

In this case you won’t receive this email.

mailto:D365.met.svc@mairetecnimont.it
mailto:invites@microsoft.com
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AUTHENTICATE YOUR 

MICROSOFT ACCOUNT

1.

Click on ACCEPT:

2.

click on NEXT:

3.

Choose how to authenticate safely and click 

confirm: 

If Authenticator app is not available we 

suggest to use “a different method option” 

to use the SMS by phone.

4.

Complete with your phone number and click 

NEXT: you’ll receive a verification code.

AUTHENTICATE THE ACCOUNT

11

VENDOR

5. Follow the automatic steps until 

you log in into D365
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ACCESS – RECOMMENDED BROWSER: GOOGLE CHROME & EDGE - Secured access guaranteed by SSO

Main Menu - Section of interest: 

MODULES > “Account Payable” to access 

Purchase Orders & Packing List

Mark the star for your “Favorites”

Quick search bar & tile
Quick search of content by free text typing:

Quick access WORKSPACE TILE

User’s account features

Bell icons: shows the activities done and 

documents ready to be downloaded.

Settings icon: allows to custom the view

D365 HOMEPAGE – NAVIGATION TIPS VENDOR

12
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3.MANAGE VENDOR INFORMATION
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ACCESS VENDOR INFORMATION:  Click on the Workspace tile on the dashboard

MENU OVERVIEW:

ALL CONTACTS 

View details of each contacts 

already created and related 

activation status

USERS

All active contacts

USER REQUESTS

All users required for provisioning

PICK UP LOCATION

List of Pick up locations already inserted

VENDOR INFORMATION: CHECK & CREATE CONTACTS 1/4

14

VENDOR

After 2 months without activity,  

Vendor Users are deactivated.
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1.

ACCESS VENDOR

COLLABORATION:

choose All contacts

2.

CREATE NEW CONTACT

a) Select NEW on the top page

b) Complete the form

c) Select your company

d) Click on CREATE to finalize

3.COMPLETE THE REQUIRED ATTRIBUTES

a) Select ADD

b) Choose field type “phone”, “email”

c) Set primary flag (for main contact)

d) SAVE

4.EDIT THE CONTACT

a) Select the user

b) Click on EDIT

c) Update the details

d) SAVE

VENDORVENDOR INFORMATION: CHECK & CREATE CONTACTS 2/4

15



16

5.

CHANGE VENDOR CONTACT ROLE:  to assign ADMINISTRATOR

a) On menu USERS:  select the user & EDIT

b) Select “Maintain vendor user roles”

c)  Update the current role and provide mandatory justification field d) Submit

VENDOR

16

VENDOR INFORMATION: CHECK & CREATE CONTACTS 3/4
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6. DELETE CONTACT CREATED:

a) Select a CREATED CONTACT b) Click on the Delete icon on the top c) An alert message asks confirmation

7. INACTIVATE USER PROVISIONED

a) Select a PROVISIONED USER (Activated) b) Click on “Inactivate vendor user on 

the top

c) Apply a business justification and submit

VENDOR

TO REACTIVATE A USER:

Follow the steps of section:

“VENDOR INFORMATION: PROVISION A USER”

17

VENDOR INFORMATION: CHECK & CREATE CONTACTS 4/4
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ENG

PROVISION A NEW USER

a) Select the user from the list

b) Click on Provision vendor user

c) Complete the mandatory field: Business justification 

d) Legal entities: Flag the Vendor collaboration 

e) Assign user roles:  Flag one option: “admin” user will be able to create further users on 

its organization.

f) Submit

After the Provisioning the contact receives an onboarding email with the instructions to access.

VENDOR INFORMATION: PROVISION USER VENDOR

18
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1.ACCESS VENDOR INFORMATION

Click on the Workspace tile on the dashboard “Vendor information”

Click on Pick up location tile.

2.VIEW PICK UP LOCATION

Access the list of Pick up locations already inserted

3.CREATE NEW PICK UP LOCATION

a) Select NEW on the top page

b) Insert the name

c) “Add” to complete the form with the required fields

d) Flag as "Primary"

e)  Click on OK

VENDOR INFORMATION: MANAGE PICK UP LOCATION (1/2)

19

VENDOR

Please do not leave any row empty when you fill in the Street address

Only for PL management



20

4. ACCESS ALL PURCHASE ORDER AREA

Click on the Main Menu on “Account payable”

5. SEARCH & VIEW CONTENT

Select the PO by clicking on PO number

6. ASSOCIATE PUL WITH PO

a) Click on «Pick up locations» on the top left page

b) Click on New on the top left page

c) Select Pick-up location id from drop down list

d) Click Save

VENDOR INFORMATION: MANAGE PICK UP LOCATION (2/2)

20

VENDOR
Only for PL management



21


	Default Section
	Slide 0
	Slide 1: INDEX
	Slide 2: 1. Vendor engagement  workflow
	Slide 3: vendor engagement workflow
	Slide 4: 2.Access to Microsoft dynamics 
	Slide 5: 2.1 Check if your account  is linked to Microsoft 
	Slide 6: check if your account is linked to microsoft Check if the email/account is already registered into Microsoft, or not. 1. Go on this link: https://account.microsoft.com     
	Slide 7: 2.2 Link your account  to Microsoft
	Slide 8: CASE A: CREATE a microsoft account  
	Slide 9: 2.3 access steps
	Slide 10: accept the invitation received by email 
	Slide 11: Authenticate the account 
	Slide 12: D365 homepage – navigation tips
	Slide 13: 3.Manage Vendor information
	Slide 14: VENDOR INFORMATION: Check & create contacts 1/4 
	Slide 15: VENDOR INFORMATION: Check & create contacts 2/4
	Slide 16
	Slide 17: VENDOR INFORMATION: Check & create contacts 4/4 
	Slide 18: VENDOR INFORMATION: provision user
	Slide 19: VENDOR INFORMATION: MANAGE PICK UP LOCATION (1/2)
	Slide 20: VENDOR INFORMATION: MANAGE PICK UP LOCATION (2/2)
	Slide 21


