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Introduction 

Suppliers can update their login email address and/or password as required.  This Quick Reference Guide details 

how this can be done by the Supplier: 

Changing the primary email  

Suppliers can update their primary email address (which is used to login to Contractor Management Portal) as 

follows: 

On the profile icon top right of the Donesafe Header bar, click the initials icon. 

 

Select Profile from the drop down list provided. 

 

1. From the Profile window, click the Details tab. 

2. Update/change the email address, as necessary.

 

3. Click Save to save the changes.  Whilst suppliers continue to use the system at this point, the next time 

they login, they will be required to use the new email address. 
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Changing your password 

Suppliers can update their password to access the Contractor Management Portal as follows: 

On the profile icon top right of the Donesafe Header bar, click the initials icon. 

 

Select Profile from the drop down list provided. 

 

1. From the Profile window, click the Preferences and Security tab. 

 

2. Click the Change Password field. 

3. Enter the new password, confirm the new password and enter the existing password. 

 

4. Click Save to save the changes. The new password will need to be used when you next login.  

Note: 
Whilst suppliers are able to change their primary contact email for login and/or password 

and continue to use the system at that time, when they next login they will be required to 

use the new login details. 

 


