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Update a Facility Contact 
 

Login 

1. Login to https://partnerpass.krogerapps.com/ 

 

Note:  Partner Pass is a secure single sign-on dashboard that allows you to access multiple Kroger 

applications with one ID and password.  

 
Partner Pass works with the Okta Verify app to allow you to verify your identity and make it 

less likely that someone pretending to be you can gain access to your account.  
 

For additional information, please see: 

• Partner Pass information page 

• Partner Pass support page 

 

 

2. On the Supplier Hub tile, click Open Supplier Hub (A). 

 
 

 

 

 

 

 

 

 

 

https://partnerpass.krogerapps.com/
https://www.thekrogerco.com/vendor-suppliers/partner-pass/
https://www.thekrogerco.com/vendor-suppliers/partner-pass/partner-pass-support/
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Facility Address Book Screen 

3. Click Facility Address Book (A). 

 
 

4. Click the pencil (B) to update the desired facility. 

 
 

5. Click Contacts (C). 
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6. Click the pencil (D) to update the desired contact. 

 
 

7. Use the below table to determine the next step: 

To: Do this: 

Update first or last name Login to Partner Pass and make updates on the Users screen.   

See this job aid for instructions. 

Update alternate name, 
country codes, phone 

numbers, or extensions 

Enter information into the Contact Details section (E). 

Assign admin access Login to Partner Pass and make updates on the Users screen.   

See this job aid for instructions. 

Deactivate a user Login to Partner Pass and make updates on the Users screen.   

See this job aid for instructions. 

Reactivate a user Login to Partner Pass and make updates on the Users screen.   

See this job aid for instructions. 

Update contact type Select or de-select contact type checkboxes (F). 

 

8. Click Apply (G). 

https://www.thekrogerco.com/wp-content/uploads/2024/07/Update-First-and-Last-Name-for-Other-Users_Vendor-Admin-User_Partner-Pass_Job-Aid.pdf
https://www.thekrogerco.com/wp-content/uploads/2024/07/Assign-Admin-Access_Vendor-Admin-User_Partner-Pass_Job-Aid.pdf
https://www.thekrogerco.com/wp-content/uploads/2024/07/Deactivate-a-User_Vendor-Admin-User_Partner-Pass_Job-Aid.pdf
https://www.thekrogerco.com/wp-content/uploads/2024/07/Reactivate-a-User_Vendor-Admin-User_Partner-Pass_Job-Aid.pdf
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9. Click Home (H). 

 
 

10. Click Save (I). 

 


