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Updating Records of Existing Suppliers 
 

Exist ing suppliers do not need to do a fresh registrat ion. They will get 

Supplier Relat ionship Management (SRM) User IDs and password in their 

emails, which they will use to log into the Supplier Portal. Their exist ing 
profiles lack some mandatory elements that need to be updated, 

follow these steps to update the records. 
1. Log in to the Supplier portal using the given User ID and password then 

change the password when prompted 

  
2. After changing the password, select the Administration Tab (1), then 

click on ‘Company Data’(2) 

 
 

3. Click on the change button to activate all the input fields 
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4. Make the necessary changes within the active fields. Highlight the 

information then delete.  

A. To change the telephone number, email etc. , highlight, delete 

it then input the new one 

 

 
B. To change the attachments(when it expires, or a wrong one) 

e.g. the national ID 

       
 

  
 To replace it with the current national ID; 

           
 

Old 

New 

1.Highlight 

the field  

2.Click on 

delete 
3.From this pop-up 

page, select yes 

4.National ID deleted from the 

list  

1.Click on 

Add 

Attachment 

2.select this menu 

icon to get the 

document types 
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C. To change the product categories, expand the product 

category; 

 
 

D. To change the Director details (to add/remove directors, edit 

details). 

3. Select the document type 

from the list  e.g.  National ID 

4.browse for 

that file 

5.Name the file 

then click Add 

Uncheck the 
unnecessary item and 

check the needed 

one 
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 In case there is addition of directors, please provide an 

updated CR12 certificate under the Attachments 

section.  

 Fill all the fields when adding a director. To remove a 

director, highlight then click ‘Remove Row’ as highlighted 

below. 

  

 

 
E. To change Mandatory certificates(Expiration, wrong details, and 

removal) 

 Upon certificate expiry, indicate the amended dates by changing the 

dates. 

 To remove a certificate, highlight it then click ‘Remove Row’ 

 

New director(new 

ownership percentage) 
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5. After amending the necessary details, go to the ‘Save’ button at the 

top of the document’. You can also undo the changes when 

necessary. 

 

END  


