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Registration

You can work with the buyer by registering for a new SMART by GEP account or by using an existing account.

Click Register Now to open the PRF and complete the registration process.

In case you already have a SMART 
by GEP account click I have a 
SMART account and enter your 
login credentials.
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Primary Registration form

To register yourself as a supplier, you need to fill and click Submit. The format of the PRF differs for each buyer 
organization. Below is a sample PRF.

• Basic Details is the standard, default tab. 
Based on buyer’s organizational 
requirement, you may need to respond to 
additional tabs on this form.

• When working with a new buyer using an 
existing SMART by GEP account, you will be 
required to respond to the new buyer 
organization’s PRF.
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Action Required – Email Verification

After you submit the PRF, the below Action Required screen is displayed. Click the link on the page to login to GEP 
SMART and complete your profile. You can login to the tool with the credentials created in the PRF. 

Click Click Here to login to GEP SMART and 
complete your profile.
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Supplier Profile

After you login to GEP SMART, you land on the home page. You can access your supplier profile from the home page
as shown below:

Click to access Supplier 
Profile.
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Supplier Profile

The Supplier Profile is used to capture your basic details, registration information, location details, contact details, etc.
Depending on the configuration, you can collaborate with the buyer to keep your profile up-to-date.

Perform the next logical step on 
the Supplier Profile..

Action menu 
containing options 
to create a change 
request or view 
change history, 
depending on the 
configuration.

Completeness percentage 
of the supplier profile.

Click Save to save any changes/additions 
made.
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Basic Details 

Following are the different sections in a Supplier Profile:

Basic Details: Basic information like the name, parent supplier company, and category/region that you cater to
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Identification Information

Identification Information: Identification information such as the supplier code, DUNS number and the identification 
type and number. 
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Certificates

Certificates: Information on your certificates. Certificates add weightage to your profile and prove advantageous 
during shortlisting of suppliers for sourcing events. More importantly, certificates are useful for compliance.
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Diversity Status

Diversity Status: Information on your diversity status such as minority, race, foreign businesses etc.
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Location Information

Location Information: Information on location database. This section holds all the locations that you operate from. 
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Registration and Contact Information

Registration Information: The Registration Information section holds the supplier’s response to the primary 
registration form. This is client configurable. 

Contact Information: The Contact Information section holds all supplier contact details. Apart from storing all the 
contact details, this section also captures contacts for each role at each location specified in the Business Information 
tab and the primary supplier contact.
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Business Information & Transaction 
Type

Business Information: The Business Information section captures various business details of the supplier including 
business locations, revenue, profit, etc

Transaction Type: The Transaction Type section holds all the formats suppliers support for different transactions.
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Marketing Information & Payment 
Terms

Marketing Information: The Marketing section holds the marketing information of suppliers like their existing 
customers, the currencies they support, and languages they support. It also captures the supplier’s presence on social 
media.

Payment Terms: The Payment Terms section displays the payment terms associated with the Organizational Entity.
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Documents

Documents: The Documents section displays all the documents associated with a supplier such as contracts, 
scorecards, requisitions, and invoices. This provides details of all transactions associated with the supplier. Use the 
filter to view documents of a type.
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Change Request

If the change request configuration for your product is enabled, then to make any changes to an approved supplier 
profile, you need to submit a Change Request. The changes that you request need to be approved for them to take 
effect. The approval flow can be configured, manually or based on rules when any attribute from an approved 
supplier profile is updated.
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View Change History

The system keeps track of changes made to your profile. This information is helpful for auditing purposes and is also 
available for reporting.
To view changes made to your profile, from the Profile page, click the action menu icon and click View Change
History.



Unified Procurement & Supply Chain Solutions: Helping Leading Enterprises Worldwide Achieve Extraordinary Results 18Copyright © 2020 GEP. All rights reserved.

Supplier Verification

To register as a supplier in SMART by GEP, you need to first fill in the Primary Registration Form (PRF). You can access 
the PRF from:
• The buyer organization’s website if the buyer organization has published it there.
• The invitation email as shown below, if the buyer invites you.
.

Click the link for the PRF.


