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Cordis utilizes Raindrop’s Supplier Marketplace solution for setting up and maintaining 
supplier records. This document is a guide for Cordis’s suppliers who are invited to 
validate and maintain their master service and payment records for Cordis Accounts 
Payable in Raindrop.  

 

 

1. Notification to update information 

 
a. Cordis suppliers will be invited by email from Raindrop to register 

and participate in this program. Please see below snapshot.  
 
 
 
 
 
 
 
 
 

Email body with instructions 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to 
view  
registration 
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b. The email will include the “Instructions” along with a link to access 

Raindrop.  
c. After clicking the “View Registration” link, you will be taken to the 

Raindrop site for Login.  For security reasons, the Login link will expire 
after five minutes. Click the login link to access Raindrop.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Raindrop Marketplace Navigation. As a supplier, you will have access to 
“Marketplace” to validate and maintain your supplier profile. Please see 
below snapshot.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click Registration and you will 
find the profile update 
request here. 

 
 
 

 

Here you will find your   
applications  
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3. How to respond to a request to validate or update your company profile. 

 

After you click on the email and are able to login to Raindrop, below are the step 
to review and update/validate your company master data. 

 

a. When you open the registration request, you will see the following form:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

First section is the 
Instructions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

b. Business Information – this is the section where you will see the address, name, phone 
number, commodity, and a description section. If you need to update any of this 
information, you can do that by typing the information in the respective sections.  
To edit address, click on the “Edit” icon and update your address. 
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Update or add 
information by typing in  
the respective sections 

 
 
 

 

Click here to update 
address 

 
 
 
 
 
 

 

c. Additional Information – this section will include information that has been 
requested by Cordis. Please note the below snapshot is just for reference.  

 
 
 
 
 
 
 
 

 

d. Supplier Contacts – in this section please add/update your respective contacts for 
the specific functions. You can add more line items by clicking the “+” sign.  

 
 
 
 
 
 
 
 

 

Click here if you need to add  
more line items with contact  
information 

 

Click here if you need to add  
contact information 
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e. Documents – If you are requested to update or provide any documents as part of the 

master data update, you will see them in this section. You can download the 
document, populate the information, and upload your file here.  

 
 
 
 
 
 
 
 
 

 

Click here to download the  
document 

 
 
 

 

f. Payment Info – this section is to review and update your company payment information. 
If the payment profile looks correct/up to date, then no action is required.  In the event 
your company payment profile changed, you can update the latest information here.  

 
 
 
 
 
 
 
 
 
 

Click here to update 
Click here to add 

payment information. 

payment information.  
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After you complete the update to the payment section and all other sections are 
reviewed, a “Finish” button will show up. When you click “Finish,” the Cordis team 
will be notified of your validation and submission. 
 
 

 
 
 
 
 
 

 

This bar will show you  
the form completion  
status 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to submit 
 

 

 
ADDITIONAL HELP 
 

If you have any questions or need support with this validation and maintenance process, 
please contact: 
 
Process related questions: procurement@cordis.com  
Technology related questions: support@raindrop.com  

mailto:procurement@cordis.com
mailto:support@raindrop.com

