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E-Procurement Supplier Portal introduction

Copy Rights @Safal Softcom Pvt Ltd

New Supplier Registration List – Buyer Side

For supplier Registration Buyer/Supplier Initiator should have supplier tab, if user does not have supplier 
registration rights
Please contact SAFAL SUPPORT on support.safal@k-corp.in . 

1.Once Buyer have a supplier tab click on supplier tab and click on NEW SUPPLIER REGISTRATION LIST. 

mailto:support.safal@k-corp.in


E-Procurement Supplier Portal introduction

Copy Rights @Safal Softcom Pvt Ltd

New Supplier Registration List – Buyer Side

Click on Create New Supplier Registration to initialized the new supplier. 



E-Procurement Supplier Portal introduction

Copy Rights @Safal Softcom Pvt Ltd

New Supplier Registration List – Buyer Side

To Create a new Supplier need to filled up the below given details by USER.
1. Name of supplier, Name of contact etc.
2. Check the entities which you want to give to supplier.
3. Click on Submit to submit this form.
(RED * details are mandatory to move further )



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Buyer Side

1.Once you submit the form here you can see multiple rows according to the numbers of entities you have selected. 
2.Supplier code will automatic generate by system. 
supplier will receive system generated credentials and URL link on his email I’d.



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Supplier Side

Once Supplier will click on a link he/she will redirect on this page.
Supplier should have to Add username and password which received on his E-mail and click on sign in. 



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Supplier Side

Once Supplier will logged in supplier should have to fill the details like, Name of Supplier, Supplier Address ,
Name of Contact Person. Etc.
( All those red * details will be mandatory to submit the form)



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Supplier Side

After General details Supplier will see Bank Details, Statutory Details, and Addition place of Business. 
Supplier needs to field all those details 
Supplier has to attach GST CERTIFICATE



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Supplier Side

After Additional palace of Business supplier will see Product & Service Data, Legal Entity, 
Agree Payment Terms and Goods/Service Category.
Supplier needs to fill these details.    



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Supplier Side

Supplier needs to upload the documents whichever documents he wants upload here.
1. Supplier needs to select first which document he has to upload.
2. After selection Upload button will enable.



E-Procurement Supplier Portal introduction
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New Supplier Registration List – Supplier Side

At the end supplier needs to select the Declaration.



E-Procurement Supplier Portal introduction
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Supplier Registration Page – Supplier Side

After selecting the Declaration supplier needs to go at the top of the page.
Supplier needs to click on Save And Submit For Approval. 
Supplier can save the details as draft by clicking on “Save as Draft”



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

Once supplier submit the form Supplier initiator will need to approved the 
supplier For that click on “NEW SUPPLIER REGISTRATION APPROVAL”.  



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

There will be 3 option 1. Approve / Reject Supplier 2. Review 3. Print 
User needs to click on Approve / Reject Supplier. 



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

By clicking on Approve / Reject Supplier User will see this page
User needs to scroll down. 



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

Once user will scroll down from here he can select Appropriate Entities for supplier 



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

Once user select entities, below of that user will see Source OF Information.
User needs to select the option.
If the Supplier registration form will fill by Supplier itself then select “Supplier”
Or Supplier initiator / Buyer had fill the form on behalf of supplier then select “Buyer”



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

Once user will done he needs to scroll up and click on Approve option.



E-Procurement Supplier Portal introduction
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New Supplier Registration Approval – Buyer Side

By clicking on Review user can see that he had approved the supplier from first level.
Then the approval will go to the next MASTERAPPROVAL for second level and AP Head for third level. 



E-Procurement Supplier Portal introduction
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Registered Supplier – Buyer Side

Once Supplier will approve from all the three level. 
Then user will be able to see the supplier in REGISTRATION SUPPLIER. Section
From here user can “Resend Details” and also “Print” the supplier form. Here you can “In Active” the Supplier
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