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Chapter 1: Getting Started 

The GEP SMART® e-procurement software platform enables you to automate and manage your sourcing and 

procurement tasks. You can access GEP SMART® on any device such as a PC, laptop, tablet, or mobile phone. 

1.1 Logging into GEP SMART® 

To log into GEP SMART®, type your username and password, and click Login. 

 

After authentication of login details, the following profile page is displayed. 

The home page is displayed as follows: 
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1.2 Logging out of GEP SMART® 

On the Home page, in the upper-right corner of the page, click the Navigation  icon and then click Logout 

 icon. 
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Chapter 2: Supplier Registration 

The Registration Information tab has relevant registration fields that are available upfront to you; you do not have to 

go into the registration form to view responses. However, you can update the information anytime. 

Supplier management module also assists in: 

 Profile management: Maintaining all supplier details at one place 

 Self-evaluation of performance 

 Participation in corrective action plans. 

The following guide will help you navigate through the application and make effective use of its various features and 

capabilities.  

You can register into GEP SMART using one of the following ways: 

 The buyer organization may publish the registration link on its website from where you can access the Primary 

Registration Form. 

 The buyer may invite you to fill the Primary Registration Form. In that case, you will receive the below email with 

the registration link: 

 

To complete the registration: 
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1) Click Click Here to open the new account registration page. 

You can view the options, Register Now and I have a SMART Account. 

 

2) In case you already have a SMART account click I have a SMART account and enter your login credentials. 

OR 

Click on Register Now to open the Primary Registration Form (PRF). Enter the details in the form to complete the 

registration process.  
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3) Fill out the details in the Basic Details tab. Based on buyer’s organizational requirement, the buyer can add more 

tabs to this form and then click Submit. 

The following page appears: 
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4) Click on the verification link you received in your email. Only once the verification is completed, you can login to 

GEP SMART. 

O

Once you verify your account the below screen appears: 
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5) Click Click Here to login to GEP SMART system and complete your profile. 

You can login to the tool with the Username and Password created in the Primary Registration Form. 
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Chapter 3:  Profile Completion 

On successful login, you can view the following Welcome to GEP SMART pop-up: 

 

Click Click Here to complete your company profile. The company profile page appears.  

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 the  icon and then click Supplier Profile, to update the details. 

 

You can add or update the details on this page. This page contains the following tabs. 

 Basic Details 

 Identification Information 

 Supplier Source Information 

 Certifications 

 Diversity Status 

https://www.linkedin.com/company/gep-worldwide
https://twitter.com/smartbygep
http://www.procurebuzz.com/
https://www.facebook.com/gepworldwide


     

 SUPPLIERS ON-BOARDING USER MANUAL  

9 

Copyright © 2016 GEP.  All rights reserved 

 Registration Information 

 Location Information 

 Contact Information 

 Business Information 

 Transaction Type 

 Marketing Information 

 Payment Terms 

 Documents 

3.1.1 Basic Details  

The Basic Details section on a supplier’s profile consists of basic information like the name, parent supplier company, 

and category/region the supplier caters to. 

The information on the Basic Details section is displayed as shown below: 

 

3.1.2 Identification Information 

The Identification Information section holds your identification information such as the identification type and 

number. 

Click the add and delete the identification information click the  icon and the  icon.  
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3.1.3 Supplier Source Information 

The Supplier Source Information section holds your source type and the identification information for the supplier. 

You can only view the information in this section. 

 

3.1.4 Certifications 

Certificates are useful for compliance and for sourcing events. The Certificates section displays all your certificates. 

The information is displayed on the Certifications section is as shown below: 
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To update an existing certificate, click the certificate name, the Edit Certificate pop-up apperas. 

 

For information on how to edit the certificate refer Adding a Certificate 

3.1.4.1 Adding a Certificate 

To add a certificate: 

1) In the Certificate section, click the Add New Certificate  icon and select the required 

certificate from the list of standard certificates provided and then click Done. 
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2) In case you want to add a new certificate other than the standard ones, click Add New.  
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On the New Certificate dialog, enter your details in the Details tab.  

On the Attachments tab, click the Add Attachment link to attach the certificate to Suppliers Management. Set the 

effective duration of the certificate and click the Upload Document(s) button to upload a copy of the certificate. 

 

Note 

Certificates can be configured to be mandatory for compliance. In such cases, once a certificate 
expires, your status changes to non-compliant and will only change back to the original status 
after a new certificate is uploaded. 

3.1.5 Diversity Status 

The Diversity Status section offers several benefits of working with diverse suppliers. The Diversity Status area helps 

you the buyer mark suppliers for their diversity. 

To assign diversity status, on the Diversity Status section, locate and select the required diversity status. 

https://www.linkedin.com/company/gep-worldwide
https://twitter.com/smartbygep
http://www.procurebuzz.com/
https://www.facebook.com/gepworldwide


     

 SUPPLIERS ON-BOARDING USER MANUAL  

14 

Copyright © 2016 GEP.  All rights reserved 

 

To update an existing diversity status, click the diversity status name, the Edit Diversity Status pop-up apperas. 

 

On the Edit Diversity Status dialog, enter your details in the Details tab.  

On the Attachments tab, click the Add Attachment link to attach the certificate to Suppliers Management. Set the 

effective duration of the certificate and click the Upload Document(s) button to upload a copy of the certificate. 

3) Specify the required details and click Save. 
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3.1.6 Registration Information 

The Registration Information section holds your response to the primary registration form. This is client configurable.  

The information on Registration Information tab is displayed as shown below: 

 

3.1.7 Location Information 

On the Location Information section, the Location area holds all the locations that you operate from. You can use 

this section to capture and maintain the location database. Additionally, you can also manage your default location. 

 

 To delete the location details, select the location details and click Delete  icon. 
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 To edit the location details, select the location details and click Edit  icon. For more information refer Adding 

a Location 

 To copy the location info, click Copy As  icon, and select the location type to which you want to copy this 

information. 

 To apply a role to the user, click Role & Contacts  icon to update the role and contact information. 

3.1.7.1 Adding a Location 

To add a location: 

a) On the Location Information section, click the Add New Location  icon. 

b) Select the location type you want to add information. For example, select any location type. 

 

c) On the Location pop-up, specify the required details on the Address Details tabs and click Save. 

 

Note 

 Based on configuration of your product, you may have more options available at the location 

level such as Identification Details. 

 Based on configuration of your product, you may have more options available for location 

type at location level. Location type could be for remittance, order, solicitation, etc.   

Select Default to Remit to Location, if you wish to make this location as default remit to location. 
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3.1.8 Contact Information 

The Contact Information section holds all your contact details. The information on the Contacts section is displayed 

as shown below: 

 

 To invite a contact, click Invite  icon, the invitation is sent to the supplier contact. The supplier will receive 

an email notification with the link to register to GEP SMART. 

 To delete a contact, click Delete   icon. 

By default, the primary contact is listed as a contact. See Adding Contacts for information on how to add new 

contacts. 

 To Edit a contact, refer Adding Contacts.  

3.1.8.1 Adding Contacts 

To add a new contact: 

1) Click the Add Contact  icon. 
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2) Specify the required details and click Save. 

 

Note 

From the list of contacts, click the  icon next to the required contact to identify the primary 
contact. 

3.1.9 Business Information 

The Business Information section captures various business details including business locations, revenue, profit, 

etc. as shown below: 
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3.1.10 Transaction Type 

The Transaction Type section holds all the formats suppliers support for different transactions. 

 

3.1.11 Marketing Information 

The Marketing section holds the marketing information like their existing customers, the currencies they support, 

and languages they support. It also captures the supplier’s presence on social media. 

The information on the Marketing tab is displayed as shown below: 

 

3.1.12 Payment Terms 

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

The Documents section displays all the documents associated with you such as contracts, scorecards, requisitions, 

and invoices. This provides details of all transactions associated to you. Use the filter to view documents of a type. 

 

3.2 Performing Other Actions 

The Actions icon on the upper-right corner of the event page provides the following options: 

 Change Request 

 Discussion Forum 

3.2.1 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. 

3.2.1.1 Creating a Change Request 

Depending on the configuration of your product, to make any changes to a supplier profile, you may need to create a 

Change Request. 

To create a Change Request: 

1) From the Supplier Profile, click Create Change Request. 
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2) Make the required changes in the required sections and click Submit for Approval. 

 

Note 

The supplier is notified through Email about the change request process. 

For information on how to view the status of your request and other options, see Viewing Change History.  

3.2.2 Viewing Change History 

Suppliers Management keeps track of changes made to supplier information. This information is helpful for auditing 

purposes and is also available for reporting. 

To view changes made to a supplier profile, from the Supplier Profile page, click the action menu icon and click View 

Change History. 

 

Note 

This page will show only those changes that are done through the change request process. 
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3.2.3 Discussion Forum 

Using the forum, you can initiate a group discussion with team members. However, you can communicate with the 

buyer. A discussion forum consists of topics, which in turn contains the actual discussions where the stakeholders 

interact with each other as illustrated below.  

 

To initiate a discussion: in the RFx event: 

1) Click the Discussion Form  icon. The following screen appears. 
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3) On the top-right corner, click Create, to create a topic/Discussion. 

 

4) Enter the Topic Name and click Save. 

The newly created topic will appear in the left pane.  

 

2) Similarly, to create a discussion, click the Create or Create Discussion. 
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3) Type the discussion name and select the topic to associate with the discussion. 

4) Select the suppliers who can access the topic. 

5) Click Save. 

 

6) Click the Add Attachment  icon to attach documents, if any. 

7) To post your messages or replies in the discussion, in the right pane of the page, click the discussion title. 

When a buyer replies to your message, only you and your team members can view the reply. Others cannot view 

it. In an internal discussion, all the team members can view a posted message. 

In a group discussion, you can also take the following actions. 
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Field Description 

 
Edit the name of the discussion. 

 
Refresh the page. 

 
Download the group discussion. 
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