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Welcome to Peraton Ivalua.
Use this guide to complete initial Ivalua setup and required supplier updates.

Core Start Up Actions
1. Set your password and log in

to Ivalua.
2. Accept the Terms of Use.
3. Use the homepage as a quick 

orientation point, then open 
Company Profile.

4. Upload your W-9/W-8, update 
contacts, update your banking 
and order address 
information, and answer 
required questionnaires.

5. Use the Supplier Reference 
Guide and support resources 
whenever needed.



    

1. Open the invitation email

Complete the actions below

• Open the Ivalua invitation email
from Peraton.

•  Click the link to Set password. Take 
note of the User ID provided in this 
email.
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. Set Password

2. Set Password

Complete the actions below

• Enter a password that meets the
required criteria.

• Reenter the password, ensuring it 
matches.

• Click Save.

2



3. og in to Ivalua

3. Log in to Ivalua

Complete the actions 
below

• In the Login field, enter your User 
ID (from the invitation email, 
typically your email address), and 
your password.

• Click Login.
• An email with an access code 

was sent to your email.
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4. nter the access code

4. Enter the access code

Complete the actions below
Every time you log in, Ivalua will 
send an email with an access 
code.
• Enter the access code from the

email.
• Click Confirm code
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5. Accept the Terms of Use

Complete the actions
below

First-time users will see the 
General Terms of Use page.

• Review the terms and
conditions.

• Select “I accept the terms 
and conditions,” then click 
Acknowledge.
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6. Review your homepage and navigate
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Access company info

List of validates that
need to be actioned

Global Search

List of agreements to be
reviewed/signed

Favorites

Return to Homepage

Previous 
page

Browse NDAs/TAs
Manage ProposalsCompany Information

Navigation History

Warning Alert

Notification Bell My settings & log out

• Use the homepage as a quick orientation screen before updating 
information.

• Review the labeled sections to see where to find announcements, 
validations, items requiring attention, and Company Profile.



    

7. Review your Supplier Data

Complete the actions
below

1. Expand the left menu by 
clicking the double arrows.

2. Click each menu to review 
that tab’s data. Be sure to 
click Save when 
entering/updating any data.



   

8. Company Information tab

Complete the actions
below

1. Review the data on the 
Company Information tab.

2. In order to update/enter any 
data on this tab, first click 
the “Request Information 
Change” button.

3. Once data is 
entered/updated, click 
“Submit for Approval”.

4. This change is now routed to
Peraton for review/approval.

5. Only one change request 
can be in work at a time.



    

9. Edit existing contact information
Complete the actions below

• Click the Contacts tab.
• Click the edit pencil next to the contract record.
• Update the fields as needed
• Slick Save & Close.
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10. Add additional contacts
Complete the actions below

• From the Contacts tab, click Create Contact.
• Complete all required fields and click Save & Close.
• Use the key icon and Send Message to send the new contact a password setup email.
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11. Upload Documents and Certs

Complete the actions
below

1. Upload any required 
documents or certifications.

2. Press the + Add … button to
initiate these.

3. Always click Save on the 
screen before leaving.



     

12. Upload your W-9 or W-8

Complete the actions below

• Click the company profile
button.

• Click the Documents & Certs 
tab.

• Scroll down and click the
+Add Other button.

• Select document type (W-9).
• Drag and drop or upload the 

document.
• Enter the begin date.
• Click Saved.
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Review & update 
bank details in P2P 
Information:
• Click P2P information tab

• Click the edit pencil next to the 
payment record

• If a change is required, click
the Edit button,

• Update banking information

• Click save.

• Click the submit for approval 
button.

     

13. Update Bank Details (if required)



Review & update 
order address in P2P 
Information:
• Click P2P information tab.

• Click the edit pencil next to the 
order address record.

• If a change is required, click
the Edit button.

• Update order information.

• Click save.

    

14. Update Order Address Information



5. Answer Any Required Questionnaires

15. Answer Any Required Questionnaires

Complete the actions below

• Review the missing 
questionnaires listed under “The 
following items require your 
attention.”

• Click the questionnaire link, 
then click Answer 
Questionnaire.

• Use the Certifications and 
Signature tabs to complete all 
required questions, then click 
Submit.
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Available Support Resources

Congratulations, you 
completed the start up 
actions! Below shares 
information on acquiring 
support when needed.

• Unable to access Ivalua?
Call 1.833.994.2449.

• For help using Ivalua, open 
the Supplier Reference 
Guide link in the 
Announcements section on 
the homepage.

• Reach out to your Peraton 
Buyer or SCA for additional 
support.
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