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This work instruction provides guidance on activating your account to access the 
Vendor Payment Gateway.

Vendor Account Activation Guide

Purpose

All Payment Gateway Users

Audience
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Vendor Account Activation Guide

Step Instruction Screenshot

1 You’ll receive an email from 
ias@notifications.sap.com. 

2 Click the link: “Click here to 
activate your account.”

1. Email Invitation



G
M

³ 
-
 A

 M
IN

IN
G

 A
N

D
 M

E
T

A
L
S

 C
O

M
P

A
N

Y

3

Vendor Account Activation Guide

Step Instruction Screenshot

1 You’ll be taken to a screen with a QR 
code. 

2 Download and open Authenticator 
app (preferably Microsoft 
Authenticator) on your smartphone.

2. Set Up Two-Factor Authentication (2FA)
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Vendor Account Activation Guide

Step Instruction Screenshot

1 In the Microsoft Authenticator app, 

click the blue QR scan

2 Scan the QR code displayed on 

your browser screen to generate one 

time passcode.

3. Scan QR Code
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Vendor Account Activation Guide

Step Instruction Screenshot

1 After scanning, a new entry appears 

in your app. Tap it to generate a 6-
digit passcode 

2 Enter the Passcode onto the screen.

3 Click Continue.

4. Enter Passcode
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Vendor Account Activation Guide

Step Instruction Screenshot

1 Set your password and confirm 
your personal info. Please note 

First Name is not mandatory. 

2 Click Continue to complete 

activation.

5. Activate Your Account
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Vendor Account Activation Guide

Step Instruction Screenshot

1 You’ll see 'Account Successfully 
Activated'. 

2 Click Continue to proceed.

6. Confirmation
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Vendor Account Activation Guide

Step Instruction Screenshot

1 You’ll be redirected to the Vendor 
Payment Gateway dashboard. This 

is your vendor portal to perform your 

transactions.

7. Access GM³ Payment Gateway
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