
 

 

 

 

 

 

 

The complete registration is divided into 4 parts: 

➢ Registration Request submission 

 

➢ Registration Request Approval 

 

➢ Profile submission. 

 

➢ Approval & Account creation. 

 

Part 1 – Submission of the registration request 

 

1. On clicking of Signup button, the supplier needs to fill in the basic information for the registration. 

a. In Organization Name – Enter the organization name. 

b. In Contact person – Enter the name of the primary contact person. 

c. In CR Number – Enter the Company registration number for the validation. 

d. In the Email field – Enter the primary Email ID used for communication purposes. 

e. In Mobile number – Enter the valid mobile number used for communication purposes. 

 

 

2. On click of submit the vendor request is submitted for approval. 

 

 



 

 

 

 

Part 2 – Request approval  

On submission of the registration request, the approval from the Administrator to access the account, which 

includes: 

a) URL 

b) Username 

c) Temporary password 

 

Part 3: Filling up the detailed profile information 

 

1. In the email address field, enter the email used at the time of registration. 

2. In the password field, enter the password received in the registration mail. 

3. Submit the captcha. 

4. Click Sign In. 

After login 

1. Supplier needs to follow the below path: 

Go to My Profile > Click My Profile tab. 



 

 

 

 

 

Suppliers need to fill all the mandatory fields in all the tabs. Supplier registration consists of the below-mentioned 

sections: 

 

a. General information 
 

 
This section consists of the basic information of the supplier which is mandatory before proceeding towards 

the profile completion such as: 

• Vendor group – Required to select the group to which the supplier belongs. 

• Country 

• Primary address 
NOTE: If the billing address and primary address are the same then the supplier can opt for the option “Billing address same as 

primary address” else can fill in the updated address in the desired field. 

 



 

 

 

• Currency: The supplier must define the 

accounting currency to perform hassle-free transactions on the platform. 

 

• Business activities as per trade license – This is an additional that a supplier can provide which will 

provide extra clearance in the approval process. 

 

b. Company details 

 

 

This section consists of the organizational information of the supplier which is mandatory before proceeding 

towards the profile completion such as: 

• Established year – The year of establishment provides the details of the supplier business years in the 

respective business. 

 

• Type of business – For the verification, it is an important part of knowledge about the business type of 

supplier with valid supportive documents. 

 

• Quality and safety organization – It is a mandatory check to classify the organizations. 
NOTE: If quality and safety organization is marked as “Yes” then it is required to attach the valid supportive documents. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

c. Tax & Billing information 

 

 

 

This section consists of the tax-related information of the supplier which is mandatory before proceeding 

towards the profile completion such as: 

• VAT Registration Number – The supplier must provide the registration number allotted to the 

organization by the VAT Authority. 

• TAX Registration Number – The supplier must provide the tax registration number in the respective field 

to complete its tax information. 
NOTE: “If the VAT registration number” and “TAX registration number” are the same, then the supplier can input the 

“TAX registration number” as “VAT registration number”. 

 

d. Account information 

 



 

 

 

This section consists of the bank information of 

the supplier which is mandatory before proceeding towards the profile completion such as: 

• Bank Name 

• Bank Code 

• Account number. 

• IBAN (optional) 

• Branch and address of the bank. 

If the supplier has more than one bank account, click on the “+” sign fill in the similar information, and mark 

any of the list of accounts as primary.  

e. Questionnaire 

 

 

This section consists of several other pieces of information which act as a supportive check in the vendor 

approval process. 

 

f. Attachments 

 



 

 

 

This section provides a separate space to 

attach all the documents related to that section having a valid file type. 

 

g. Declaration 

 

This section provides the supplier to suggest the business reference and declaration of the conflict of 

interest. 

Also, all the fields mapped in this form are optional, suppliers can skip them if not wish to declare them. 

On a click of the “Finish” Button, the supplier request has been sent for approval. 

 

Part 4 – Profile approval request 

On submission of the registration request, the approval from the Administrator to access the account. 

Once the vendor request has been approved the vendor account will be created into the system and the vendor 

will receive an email of the approval and the supplier will be able to see all the related sections in their respective 

account. 
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