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Purpose of Document

● To provide a step-by-step guide of how to create and submit a change 
request related to your supplier record in Ivalua

● This training document contains screenshots from the Ivalua Tool 

Intended Audience

● This job aid is intended for Suppliers

Accessing the System

A Supplier must be invited by a Celestica Indirect Procurement team member to 
access Ivalua and a link will be provided at that time.  

The mandatory fields to fill in are: 

● Supplier English Name 
● Supplier Address
● Supplier (Group or Head Office) 

○ The Supplier will receive an email notification to advise of the 
login and user name with a temporary password. 

○ The General Terms of use must be completed.

Getting Help

● Please email indirect-documentation-cls@celestica.com  if you 
have other questions or need help using Ivalua.

mailto:indirect-documentation-cls@celestica.com
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Supplier Change Request creation and submission

1. Hover over 'Suppliers'
2. Select 'Company Profile'
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Change request Creation
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Supplier Change Request creation and submission

3. Select 'Request information Change'
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Change request Creation
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Supplier Change Request creation and submission

4. Enter a reason in the 'Reason for change 
request' field

5. Populate the fields with the updated 
information, no input is required where 
there is no changes

6. Select 'Save'

Change request Creation
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Supplier Change Request creation and submission
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Update Supplier Information/P2P Information

7. Select the 'P2P Information' tab

8. Populate the fields with the updated 

information, no input is required where 

there is no changes

9. You can either click 'Save' to submit later 

or “submit for approval”

10. Select submit for approval
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Change request Creation
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Supplier Change Request creation and submission

After submitting the change request you can 

11. Select the 'Changes Log' tab to see all the 

changes requests submitted

12. In this table You can compare the old and 

new value

13. Select 'Submit for Approval'
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Change request Submission



Thank You


