
USER GUIDE 

UPDATING CONTACT INFORMATION IN SMART 

1) Click CREATE CHANGE REQUEST button (bottom right of the screen) 

 

2) Go to CONTACT INFORMATION section and click the Full Name of the contact to be updated.  

 

  



3) EDIT CONTACT details. Update or input the Primary Business Phone Number, Secondary 
Business Phone Number, ISD code and Mobile Number.  

 

4) Click SAVE and SUBMIT. 

 

5) Verify contact mobile number by referring to the user guide on VERIFYING CONTACT MOBILE 

NUMBER.  

 

-END- 

 

 

 

  



USER GUIDE 

VERIFYING CONTACT MOBILE NUMBER 

Steps to verify your mobile number.  

1) Click on My Profile to open your user profile Settings.  

 

2) Go to Supplier Contact, enter your Country Code, Mobile Number and click Verify. 

 

3) A verification code will be sent to your mobile number. Enter the verification code and click VERIFY.  

 



4) Your mobile number has been successfully verified when the following confirmation message 
appears. Click ‘OK’ 

 

And the Verify button flagged as Verified. 

 

 

5) Click Save and click Back to return to the Supplier Profile screen.  

 

 

 

-END- 

 


