
Register Supplier

August 2022



2

Register Supplier

1. Register new supplier. Registration form will show up.
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2. In “Company Details” page, fill in the required information. Then, click “Next” to proceed.

Company Details

• Company

• Tax Organization Type

• Tax Country

• Tax Registration Number

• Note to Approver

Your contact information

• First Name

• Last Name

• Email

• Confirm Email

1
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Please provide details for information as below :

• PO’s email : xxx (Please specify only 1 email)

• Remittance advice’s email : xxx (Please specify only 1 email)

• Can receive e-wht : xxx (Yes/No)
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3. In “Contacts” page, contact information that you fill on the “Company Details” page will be automatically generated in this page.

4. You can also add additional contact person by click on the “Create” button. 

Click “Create” button to add 

additional contact person (if any) 

1
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Contact information that you fill on 

the previous page will be 

automatically generated in this page
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5. In “Create Contacts” page, fill in First Name, Last Name, Email and other information. Then, click “OK”.

Tick this checkbox to crate a user account 

for this new user. System will automatically 

assign 4 roles to the users.

1
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Flag for Primary contact

No. Role Responsibilities

1 Supplier Self Service 

Administrator

Update profile information 

for the supplier company

2 Supplier Bidder Respond to requests for 

quote, requests for 

proposal and requests for 

information

3 Supplier Sales 

Representative

Respond to 

questionnaires sent by 

buying organization

4 FWD Supplier 

Account Receivables 

Specialist

Manage PO matched 

invoices and payments of 

the supplier

5 Supplier Account 

Receivables 

Specialist

Manage invoices and 

payments of the supplier 

(will be granted by local 

supplier manager to 

supplier users case by 

case)

** Don’t use Duplicate email for multiple 

users because email will be used as 

username to log in to Supplier Portal. **

2

Tips : If you would like to add other contact people, you can 

click “Create Another” to add another contact.
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Tips: Since system will automatically assign 4 roles to the users, if you would like to specific some roles that should be assigned to

users, you can do by select the unassigned role, click “Action” and “Remove”.

1

2
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6. In “Contacts” page, new contact person will be added.

7. Once all contact persons are added, click “Next” to proceed. 

2

1

Tips : Suppliers can assign more than 1 person in 1 role. i.e.

- 1st user has role Supplier Bidder and Supplier Sales Representative.

- 2nd user has role Supplier Self Service Administrator, Supplier Bidder and Supplier Sales Representative.

- 3rd user has role Supplier Self Service Administrator and FWD Supplier Account Receivables Specialist.
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8. In “Addresses” page, click “Create” in order to input the company address.

1
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9. In “Create Address” page, fill in Address information. Then, click “OK”.

1
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Fill in “E075_TH” as Address Name

Insert “Province” here.
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10. In “Addresses” page, new address will be added. click “Next” to proceed. 

1
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11. In “Bank Accounts” page, click “Create” in order to input the company bank information. FWD will pay you via Bank Transfer.

1
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12. In “Create Bank Account” page, fill in Bank information. Then, click “OK”.

1
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Field “Account number”
• For bank in Europe, fill in IBAN.

Tips : If you have more than 1 bank account, you can click “Create 

Another” to add another bank account. During the invoice submission 

via supplier portal, you can select which account that you would like to 

remit to.
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13. In “Bank Accounts” page, new bank accounts will be added. click “Next” to proceed. 

1
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14. In “Questionnaire” page, enter answers for all the questions.
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15. You can attach a supporting document where necessary by clicking       button.

1

Attachments screen will pop-up. Click      button. 

2

Click “Choose file” to select the file that will be uploaded.

3
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Select the file to upload. Then, click “Open”.

Fill in “Description”. Then, click “OK”

4

5

6

“Title” will be automatically generated based on file name that was uploaded.
7
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Register Supplier

Please attach the below documents as an evidence for registration. If you haven’t attached, FWD will request you to add the 

attachments and resubmit the request again. 

For Corporate

• Company Affidavit / business registration certificate

• PP20 (if any)

• For saving accounts : Copy of passbook

• For current accounts : Copy of bank statement or letter of certificate from bank

For Individual

• Copy of id card 

• Copy of commercial registration (if any) 

• For saving accounts : Copy of passbook

• For current accounts : Copy of bank statement or letter of certificate from bank
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16. Once the questionnaire is complete, click on “Next” to proceed.

: 
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17. In “Review” page, you may review all the information that you have just input in the previous steps. Once you have verified that all 
information is complete, click on “Register” to submit the registration form. Then, “Confirmation” message will pop up, click “OK”. Your 

registration will be approved by 3-5 working days.

1
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18. When your registration has been approved, you will receive the email confirmation. 

1. Email informed that your registration has been 

approved. (Sent to administrative contact only)
2. Email to each supplier user identifies link to reset password.

3. Email to each supplier user identifies that users were created and assigned roles. 

Please access within 24 

hours in order to reset the 
password.

If the supplier user doesn’t access the link in 2nd

email within 24 hours and the link has already 

invalid, please access to the Supplier Portal and 

click “Forgot Password” to regenerate the link. 
The link will be resent to your email.
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19. Reset the password. Then, click “Submit” 

2

1



22

Register Supplier
20. When you completed, you will receive an email notification.
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Tips : If you can’t finish the registration in one time, you can click “Save for Later” to save your data. Then, system will send the link to 

your email. You can open the link in the email to continue the registration.

1
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Click here to continue the registration 



Thank you


