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Supplier Non-Quoting

 User with the supplier non-quoting role 
in ProcureForce will primarily oversee 
managing the details of the supplier in 
ProcureForce.
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Items Covered in Slides

 Logging Into ProcureForce
 Supplier Details
 Commodities/Divisions
 Contacts
 Documents
 Users
 Audit Log
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Once your account is created you will receive an email with a 
username and password. 

Using that information to access ProcureForce at 
https://litens.procure-force.com/Login.aspx 

https://litens.procure-force.com/Login.aspx
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After logging into ProcureForce, you will be shown your 
supplier details. Along the top of the top of the screen are the 
different tabs that make up a supplier record.



6Laminate

If you want to confirm or update or 
confirm your details as a user, go to 
the User Profile.

When you are done Save your 
changes.

Do get back to the Supplier Details 
screen, click Supplier Details.
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On the Details tab you will find generic 
information about your company. 

If you make any changes make sure to click Save.
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On the Commodities/Divisions tab you will find a Company 
description, Company products and Approved Commodities 
for your company. This tab will be managed by your 
customer. No need to make changes here.



9Laminate

The contacts tab will be used to hold key contacts at your 
company.

These individuals will not have access to ProcureForce. If you 
want the individual to have access to ProcureForce use the 
Users tab.

You can Add New Contact or Edit current contact.
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When adding or editing a contact, the yellow fields are required 
before you can Save.

If a contact has left your company, uncheck the Active check box and 
Save.

If no changes are needed, click the Back to list button.
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On the documents tab you will be asked to

• Fill out Forms

• View reference documents

• Upload documents.
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The Users tab will be used to manage the individuals at your 
company that have access to ProcureForce.

You can Add New User or Edit current contact.

When creating a new user, they will have access to both 
quoting and supplier details by default.
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When adding or editing a user, the yellow fields are required before you can Save.

If a contact has left your company, uncheck the Active check box and Save.

If you change the user’s Password, you will need to share the new password with the user. The user will then have to create a new 
password the next time the log into ProcureForce. The password they create will be used to access ProcureForce going forward.
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The Audit Log is used to track changes you the details in 
ProcureForce. No need to make changes here.
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