Title Account: How to manage trading partners in ICTSI NaviGate

PROCEDURE:

1. Using your primary account, hover your mouse to SELF SERVICE on and click on
MANAGE TRADING PARTNERS.
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2. Click on SEARCH PARTNER NETWORK to expand the filtering section and tick
the Name box. Enter the name in the search field then click on SEARCH.
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NOTES:



e In Blume Network section - lists the available trading partners in the Blume
Network.

e In My Network section - shows the trading partners you are currently
connected with.

3. Click on In Blume Network, tick the box beside the Trading Partner’s name, and
click on REQUEST PARTNERSHIP.
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4. If you are unable to locate the partner in the Blume Network, click on the Click
here to Invite link. In the Invite Partner window, enter the partner details and click
INVITE. This will send the request to a party outside of the Blume Network.

5. In the pop-up, select a Division and Partner Type from the drop-down menus.
Input a short description and click on REQUEST PARTNERSHIP.



Request Partnership

Subic Bay Logistics LLC v ]

XYZ Trucker1 (PGWP) [ Receiver|

Receiver

Motor Carrier

Cancel Request Partnership

6. A pop-up message will display at the top of the screen indicating that the request
has been successfully sent.
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7. To view pending requests both sent and received, click on the Requests tab. You
have the option to either Approve or Decline requests you receive. If your
company initiated the request, you can either resend or cancel it.
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You may continue to
send and approve
partnership requests as
needed.




