
Signing Up to Mtivity

Accepting an Invitation
You will receive an invitation from “Notifications”. This will 
contain your username and an automatically generated 
temporary password. 
 

Click the link in the email under step 1. 
 

This will take you to the invitation acceptance screen, with 
your username and password already entered. Click the 
login button. 
 

Next, you should accept the terms and conditions and 
enter a new password. You will need to confirm the pass-
word to ensure no mistakes have been made. Click Next to 
continue. 
 

Ensure your details are correct and enter any other contact 
information you can. Click Next to continue. 
 

If you are the first user in your company you will also be 
asked to confirm your company details.  This is the final 
step in the process - click Done to create your account. 
 

Congratulations! You’re now a signed-up user. When you 
are sent a new RFQ or Purchase Order you will receive an 
email notification. Simply click the link in the email, log in, 
and you will be taken directly to the item where you can 
enter your pricing or accept a Purchase Order.

Remember, you can always click the Jobs Tab to access 
open Jobs or view past Jobs that you have participated in.


