
UoR eMarketplace – Getting Started

Click the ‘Activate Account’ link 

In your activation email

Set a new password

Accept the eMarketplace Terms of Use

Select the ‘Accept’ option 
then click the ‘Confirm’ button

The activation email is sent from

no-reply@emarketplace.reading.ac.uk

Please check your junk folders.

youraddress@yourdomain

mailto:no-reply@emarketplace.reading.ac.uk
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Select My Account > Company profile

To open the Company Maintenance area

Review your Company Details and Accounting Details tabs

Click the ‘Edit’ button if you need to make changes 

Please pay particular attention to your Bank Details

When you’ve finished making changes, 

click the ‘Save Changes’ button

Any changes you make will need to be approved by the University’s 

New Supplier & Amendments team. You will receive notification when 

the amendment is approved, or if you need to make further changes.



3

Click on the Users tab and then select 

the default user profile created for you

Supplier to Update Supplier to Update

Click ‘Edit’ to update the default user with your 

own details. You can also add additional users.

Update the First Name 
and Surname Fields

You may also want to update 
the User Name and Email 
Address. Use an email address 
you control, preferably one not 
shared with others. This won’t 
affect where purchase orders or 
remittances are sent 

Once you’ve saved your user account you’re all set. 

Remember, if your details change in future you 

should log into the Supplier Portal to make changes


