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Modifying the Vendor List  
 

 

 

 

 

 

 

 
Navigate to the 360 module tab.  Click on the Administration button on the 360 ribbon.  If you are 

already logged in the Administration screen will open. If you are not logged in, it will prompt you to enter 

your email address and password and then click Sign In, once logged in the Administration screen will 

open.   

 

 

 

 

 

NOTE:  

These instructions are to assist in modifying the vendor list that users are able to see.    
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Highlight the Group Name that you would like to modify and then click on the Services button.  By 
highlighting the Group Name and clicking Services this allows you to select the services that you would 

like that group to have access to when they access SoftPro 360 Services. 
 

 
 
 
Next, Check the boxes for Vendors that you would like the Group to have access to or Uncheck the 

boxes for the Vendors that you do not want the users to have access to. Scroll and complete this process 
for all vendors listed.   
 

 
 


