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STEP 1
After you log in to the iSupplier Portal, the Supplier Collaboration Home page will appear. Click the Company 
Profile tab      .
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STEP 2
The Profile Management page will appear. Click Contact Directory      .
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STEP 3
The Contact Directory: Active Contacts page will appear. Click the Update icon     that corresponds to the 
contact that you want to update.
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STEP 4
The Update Contact page will appear. Update the contact information and click Save      .
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STEP 5
The Confirmation page will appear and reflect that your update is pending Pace’s approval       .



How to Update an Existing Contact 

STEP 6
You will receive this email      after Pace has approved your updated contact information.
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