
 

 

Supplier Relationship Management User Guide 
 

 
Owner: Jeff Pearson                           Date: 04/2018                                Ref:   V4                 Page: 1 of 10 

 

 

 
 
 

 

Please input your access code 
into the ‘Access Code’ box and 
click ‘Go’ 

 

Leave these fields blank 
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If you do not have a Company Registration 
number/ VAT number or DUNS number, 
please ensure to tick ‘Not Applicable’ 

Once all data has been completed, 
click the arrow 

 

All fields marked with a red asterisk are 
mandatory and you will not be able to 
move forward without completing the 
marked fields.  
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Please tell us your last full year turnover in 
£million. Use decimals if less than £1m e.g. 
use 0.72 for £720,000 t/o. 

Do not enter a currency symbol 

You will only need to 
complete these questions 
if you are part of the 
Construction Industry 
Scheme 

Your bank account number 
and sort code are essential to 
make payments to you by 
BACS. Enter the account 
number as 8 digits, the sort 
code as six digits (NO dashes 

or spaces please) 

If you are an international company you will need to enter your bank details in the international 
Bank account field and bank swift code field. However you will also need to add 8 9’s and the 
bank code box and 6 9’s in the sort code box 

Once all data has been completed, 
click the arrow 
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A smaller window will appear and you 
will have a number of tabs you can 
amend.  
 
If you are unable to move forward on 
this page you will need to make sure 
that there is an email address entered 
here  

 

If the address displayed is correct for your Organisation you can skip 
this stage and click the arrow. If not, please click the blue pencil icon to 
amend. 
 
Note: Please do not remove ‘DO NOT USE THIS FIELD’ from any of 
the reference fields 
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Please click the blue pencil icon and ensure all 
details are completed for this user.  
 
Please ensure that you do not amend the Login 
Name field. 

If you would like to add more users, please click ‘Add User’ and once again 
ensure all fields are completed. 
 
Before you will be able to move on you will need to make sure that there is a tick 
across all four areas and you can do this on the contact type tab.  
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Please tell us which types of 
products/services are the 
primary nature of your 
business. 
 
Type a keyword in the search 
box then a list of header level 
purchasing classifications will 
appear. You will need to 
select one of these 
classifications, to bring up a 
more specific list. 
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Select those which apply 
to your organisation and 
then click on the blue 

right arrow  
 

If you add a 
classification in error, 
you can simply select 
the incorrect 
classification and click 

the blue left arrow  

Once you are happy with your selection, please move on to the next page  
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You are now reaching the 
end of the registration 
process 
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Please contact suppliersupport@proactis.com for any queries relating to the Terms and Conditions. 
 

Once agreed, please move on to the last stage. 

mailto:suppliersupport@proactis.com
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Please ensure to make a 
note of your Username  and 
Password before you 
proceed as you will require 
this later. 

Enter your chosen password (and repeat for confirmation). 
 

Your password will need to be between 6 and 12 characters and contain 2 numbers. This 
is case sensitive 

 
Once entered, please click ‘Complete Registration’. 

 
Thank you, you have now successfully completed the registration process 


