1. Learning objectives
In this documentation “Access CMS for the first time”, you will discover how to access CMS
for the first time by..
■ Retrieving your username
■ Create a new password
NB: This documentation is only relevant if you have not received an email with your
username and password from the system, but directly an invite to participate to an RFP!

2. Process description
Please follow the following procedures when you are entering CMS for the first time :
1. Click on the link in the e-mail you received to participate in an RFP:

You will be redirected to the CMS home page and you will need your
username and your password.
2. For that, first click on the Forgot your password? Button.
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3.

Click on the Recover username button.

You can recover your username with your e-mail address (the e-mail address to which
the e-mail has been sent).

4. Enter your e-mail address and the validation value and click on the Request Username
Link button.
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You will receive the following message :

N.B. Click on Ok. Since you are already registered on the site (from the buyer) you
will receive a notification.
5. You will then receive an e-mail with a link to the username.
Click on the link :

6. You will be redirected to the following page.
The page indicates your username and invites you to request a new password by clicking
on the dedicated button.

3|Page

7. You will receive a message saying that the password has been sent by e-mail :

8. Open the e-mail and copy your new temporary password

9. Go back to the CMS login page and enter your username and your temporary
password :
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10. You will be redirected to a page requesting a new password. Enter the new password and confirm it :
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Then you will be directly redirected to your CMS supplier home page !

3. Additional help
If you need any assistance or help when using CMS, you can find information…


By accessing the Yara.com page dedicated to suppliers :
http://yara.com/about/suppliers/contract_management_system/
On this page, you will find a short introduction of CMS, its benefits for you, additional
tutorial videos on how to use the system and the CMS documentation for suppliers.



By contacting the helpdesk
 From France: 0811 90 64 38
 From abroad: + 33 1 46 09 56 72



Send an e-mail to cms_bravosolution@yara.com
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