
Adding a Vendor



Login Prompt on Website

To add a Vendor, click 
the Vendors tab.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Login Page and System Messages

You will see a list of existing 
vendors.  Click Add Vendor to add 
a new vendor.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Login Page and System Messages

Fill in this page with the 
details of the vendor.  
Fields with a red 
asterisk (*) are 
required.  

Enter the email address 
of the vendor and 
activate the Send Email
option to have an email 
generated to the 
vendor with 
instructions to register 
in the vendor portal.

Click Save when 
completed.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Enter your Login ID and Password

Confirm adding the vendor by 
clicking Yes.

You will be returned to the 
list of Vendors once it has 
been added.

For additional assistance, please call 877.330.4950 or email ip.jax.payersupport@fisglobal.com.
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Additional Resources and Support

• For additional resources, including “how-to” guides, please visit our online Client 
Resources page at:
» https://www.johnsonfinancialgroup.com/client-resources

• If further support is needed, please call our Integrated Payables Support Center 
at 877.330.4950 or by email at ip.jax.payersupport@fisglobal.com.
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