
 

 

 

 

 How to Create a New Supplier 
There are multiple areas within the Sourcing module from where you can 

create a new supplier. This guide talks you through how to create a supplier: 

» At Negotiation Level  

» From a Dashboard Quick Link 

Note: Only users with the relevant system-access roles are permitted to create 

new supplier accounts. This section is covered in the Administration user 

guide. 
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To Create a Supplier from within a Negotiation: 

From within a Negotiation, you can create a new supplier from the Suppliers Tab. To do this, use the following instructions: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 
Click the Create a New 
Supplier button. 
 

2 
The Create Supplier 
pop up will then 
appear.  
 

Type Supplier Name, Contact 

Name and Email Address fields. 3 

Note: The contact name should be that of the main 

contact who you wish to respond to the tender from that 

organisation.   

 

Click the Create 

Supplier button. 4 
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The supplier will now appear in 

the Selected Suppliers List on 

the negotiation. 

5 

Note: The supplier’s status will be Not Approved at 

this stage.  

The supplier will receive a system-generated 

notification informing them that they have been 

added as a new supplier within your company. The 

supplier will have to follow the link to log in to the 

system and complete the registration form.  
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To Create a New Supplier from the Dashboard:       

 

Click the New Supplier 
quicklink. 
 

1 

2 
The Create Supplier pop 
up will then appear.  
 

3 
Type Supplier Name, 

Contact Name and 

Email Address fields. 

Note: The contact name 

should be that of the main 

contact from that 

organisation.   

 

4 
Click the Create 

Supplier button. 

The supplier will 

now appear in 

your admin 

centre with a 

status of not 

approved. 


