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3. Introduction 
 

This document will help to understand the process of registering suppliers in Vendor Portal along 

with all the field details. 

 

4. Pre-Requisites 
 

Below are the pre-requisites for registration in Vendor Portal: 

1. User must be a registered supplier. 

2. User must have a valid URL to access the Vendor Portal. 

3. User must have a valid email id. 

4. User must have the documents handy like, Bank details, ID’s, Address proof’s etc. 

 

5. Registration Process Flow 
 

5.1. New supplier registration flow 
 

 
 

 

6. Screen Details 
 

6.1. General: 

• Fields with red line indication are mandatory fields throughout the application. 

• Attachments should be less than or equal to 10 MB maximum. 

• Field descriptions are given in field itself. 

• Submit/Save button will be enabled only when all the mandatory fields are filled. 

• Please read the terms and conditions carefully. 
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6.2. New Supplier Registration: 
1. Request Access: 

a. After clicking on Vendor Portal URL, below screen will be visible. 

 

 
b. Click on Request Access link to get the supplier registration form. 

 

2. Registration Form 

a. After clicking on request link, below screen will be visible which will have multiple 

sections to fill such as: 

i. Agency Information 

ii. Supplier Information 

iii. Address 

iv. Contact Information 

v. Bank Information 

vi. User Information 

vii. Attachments 

viii. Disclaimers 

 

 

Click on Request 

Access link 

Click on Forgot 

Password link to reset 

password 

Only for Publicis 

internal users 
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Agency Information: 

 

 
Below information needs to be filled: 

1. Country 

2. Agency  

3. Agency Representative 

 

 

Supplier Information: 

 
 

Below information needs to be filled: 

4. Country 

5. Company Name 

6. Supplier Tax Status 

7. BRN/NRIC 

8. Business Registration Number 

9. Tax Type 

10. Tax Number 

11. Payment Terms 

12. Product Service Categories 

 

Address 

 

 
 

Below information needs to be filled: 

1. Street Address 

2. City 

Click on plus (+) icon to add 

multiple addresses 
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3. State 

4. Country Name 

5. Postal Code 

 

Contact Information 

 

 
 

Below information needs to be filled: 

1. Title 

2. First Name 

3. Last Name 

4. Email 

5. Phone 

6. Fax 

 

Bank Information 

 

 
 

Below information needs to be filled: 

1. Finance Contact 

2. Email 

3. Account Holder Name 

4. Bank Currency 

5. Bank Account Number 

6. Bank Account Type 

7. Bank & Branch Code/BSB Type 

8. Bank & Branch Code/BSB 

9. Bank ID Type 

10. Bank Name 

11. SWIFT Code 

12. IBAN 

 

User Information 
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 Below information needs to be filled: 

1. First Name 

2. Last Name 

3. Email 

4. Password 

5. Confirm Password 

 

Attachments 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Only below formats should be used 

(msg, doc, docx, xls, xlsx, eml, pdf, 

png, jpeg, jpg, zip 
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Disclaimers 

 

Submit Details 

 

Reset Button 

On click of reset button, all the filled values will be cleared. 

Submit Button 

On click of submit button, all the information filled in registration form will be submitted and 

user will get a notification about successful request. 

Confirmation 

 

Checking this check box is 

mandatory to submit the details. 

Reset Button to 

clear the form 

Submit Button 

to save the form 
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On click of Submit button, a confirmation pop will appear stating “Do you want to save 

Supplier?”, If No button is clicked then user will go back to registration form, If Yes button is 

clicked then  

 

7. Existing Supplier Process 
 

7.1. Existing Supplier Login 
 

 
 

Once a supplier is registered successfully (Supplier Admin/Supplier), can use the same link 

to login in the application as shown above. 

Below fields needs to be filled before login in application: 

1. Username 

2. Password 

Note: If incorrect password is entered 5 times in a row, system will disable the account  

7.2. Navigations 
 

7.2.1. Supplier Admin 

 

 
 

Username, used at the 

time of filling registration 

form 
Password, used at the 

time of filling registration 

form 

Login Button 

Main navigations 
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7.2.2. Supplier (Non-Admin) 

 

 
 

 
 

 

 Based on the type of supplier, navigations will be visible to user.  

7.3. Dashboard (Landing Page) 
No action can be performed on this page.  
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7.4. Company Profile – Supplier Admin 
All the company profiles added by logged in user will be visible. 

 

All above commented functionalities will be available for all grids. 

7.5. View Supplier Info 
 

 

 

 

 

Can view the details of 

selected supplier  

Column Filters 

Click to view additional features of grid like 

show/hide of columns, export data in excel 

etc 

Select to change items 

per page(10,15,20) 



 

 

User Manual – Vendor Portal – Supplier Registration |14 
 

  

 
 

 

7.6. Manage User – Supplier Admin 
Click on the Manage User menu to get existing user details. 

All the users added by logged in user will be visible in the grid. 

Basic detail of selected 

supplier 

All address details 

Contact information of 

supplier 

Bank Details of supplier 

Attachments of supplier 

Click on Cancel button 

to go back to dashboard 

Basic detail of Agency 



 

 

User Manual – Vendor Portal – Supplier Registration |15 
 

 

7.7. Create New User – Supplier Admin 
 

 

 

 Below fields needs to be filled to create new user: 

1. First Name 

2. Last Name 

3. Email 

4. Supplier 

After click on Submit if all fields are valid then below pop up will appear. 

Click on Create new user 

button to add new user 

Save, to save the data 

Close, to cancel and return 
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 On click on OK button, newly added user will start appearing in the user grid. 

7.8. Change Password 
Click on change password from Users menu 

 
Below fields needs to be filled by user to change password: 

1. Password 

2. Confirm password 

 

Once these fields are filled, need to click on Submit button. After successful submission 

below pop up will appear saying “User password updated successfully”. On click of OK 

button, pop will disappear. 

Reset, to clear the fields 

Submit, to change the password 
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7.9. Sign Out 
 

 
 

 

7.10. Forgot Password 
 

In case, password is misplaced, Forgot Password link can be used from the Login Page. 

 
 

Sign Out, to log off from the 

application 

Click on, forgot password link to 

reset the password 
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After clicking on Forgot Password, user will jump on the below page. 

 

 
 

Once click on Submit Button, below pop up will appear and a mail with reset link will be sent 

to the registered mail id. 

 

 
 

 

Below is the reset password mail format. 

Enter the registered mail Id to 

get the reset password link. 

Once registered mail Id is entered, 

submit button will be enabled 

Click on OK button, will jump on login 

page. 
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On click of here link, below page will open in browser. 

 

 
 

Below fields need to be filled to reset/change the password: 

1. New Password 

2. Confirm Password 

Once all the fields are filled, submit button will enable. Click on Submit button to change the 

password. 

 

Click on this link to reset the password 

Enter New Password 

Enter password again to 

confirm 

Click Submit, once new 

password is filled 
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End 

of  

Document 
 


