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OVERVIEW 
 
This document outlines the steps to add a “Preferred Supplier” in PartsTrader. 
 

PROCEDURE 
 

1. Click on the “Profile” tab in the blue navigation bar of PartsTrader. 
 

 
 

2. Click on “Preferred Suppliers” on the left-hand side of the page or in the “Preferred 
Suppliers” section of the “Company Summary” page.  
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3. Using the “Search Bar,” search for the supplier you would like to add as a preferred by 
the Suppliers Name, State, City, or Vehicle Make.  
 

 
 

4. Select the supplier you wish to add as “Preferred” from the drop-down list. 
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5. Click the “Add as Preferred” tab. 

 

 
 

6. Verify that the supplier is now on your “Preferred Suppliers” list. 
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