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VENDOR COLLABORATION

Vendor Registration Guide

A comprehensive walkthrough for vendors joining the SWPC Vendor Portal. This guide covers every ste, 

from login to final submission, ensuring a smooth and error-free registration experience.

WWW.SWPC.COM

https://gamma.app/?utm_source=made-with-gamma
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Agenda

This guide walks you through each stage of the vendor registration process in a clear, step-by-step format.
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GETTING STARTED

Vendor Registration (Login) 
Process
Access the SWPC Vendor Portal at https://swpc.operations.dynamics.com /

For the best experience, use Microsoft Edge. Two login scenarios are 

available for vendors.

Scenario 1: Microsoft Account Users

Enter your registered email address and password, then click Sign In

to access the portal.

Scenario 2: New Vendor Registration

Follow the invitation link sent to your email to begin the guided 

registration wizard.

https://gamma.app/?utm_source=made-with-gamma
https://swpc.operations.dynamics.com/
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TROUBLESHOOTING

Common Errors & Solutions

Unmatched Mail
The email used to sign in must match the email provided to the 

procurement team.

For further assistance, contact the SWPC procurement support team.

Signing in with an email that doesn't match the 
one provided to the procurement team is the 
most common cause of this error.

https://gamma.app/?utm_source=made-with-gamma
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REGISTRATION OVERVIEW

Registration Stages at a Glance
After accepting the invitation from the invitation mail received from the Portal system, the registration wizard will guide you 

through the following five stages. Once all steps are completed, your registration will be submitted and you will wait for 

approval from the procurement team.

Contact & Company 
Information

Business Information Certifications & License

Categories & Questionnaires Terms & Conditions

https://gamma.app/?utm_source=made-with-gamma
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STAGE 1

Contact & Company Information

General Contact Details

• Contact info for the invited portal user
• Organization name & vendor type
• Commercial register number & end date
• Company capital & number of employees
• Commercial activity, segment & sub-segment

Address Details

• Location ID (auto-generated)
• Address name, purpose, country/region
• ZIP/postal code, street, city, post box
• Primary address designation

https://gamma.app/?utm_source=made-with-gamma
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STAGE 2

Business Information

Business Profile

• Organization number

• Line of business

• Number of employees

• Currency & payment terms

Bank Information

• Bank account document 

(attachment)

• Account number & account name

• IBAN number & SWIFT code

• Currency

1

2

3
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STAGE 3

Certificate & License

Certificate Number

Each certificate must have a unique certificate 
number. Ensure the number is correctly 
matched with the corresponding record in your 
documentation.

Certificate Attachments

Every certificate record must include an 
uploaded attachment. If a certificate is not yet 
available, upload a placeholder document to 
avoid submission errors. All records must be 
fully completed before proceeding.

Attachments required: All certificate 
documents must be attached.

https://gamma.app/?utm_source=made-with-gamma
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TROUBLESHOOTING

Common Errors & Solutions

Duplicate Certificate 
Numbers

Each certificate must have a 

unique number. Do not reuse 

numbers across records.

Missing Certificate 
Attachments
Every certificate requires an 
uploaded file. Use a 
placeholder document if the 
actual certificate is pending.

Incomplete Records
All fields across every section must be fully filled. Partial records will block 

submission.

For further assistance, contact the SWPC procurement support team.

Missing certificate numbers or 
attachments are the most common 
cause of registration errors.

https://gamma.app/?utm_source=made-with-gamma
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STAGE 4

Procurement Categories & Questionnaires

Procurement Category

Select the procurement categories that match 
your company's products or services. This 
determines which opportunities your 
organization will be considered for.

Questionnaires

Complete all required questionnaires 
associated with your selected categories. 
Responses help the procurement team 
evaluate vendor suitability.

Questionnaire requirements vary 
based on the categories selected 
during registration.

https://gamma.app/?utm_source=made-with-gamma
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FINAL STEPS

Terms, Conditions & Submission

Terms & Conditions

Review and accept the company's terms and 

conditions on the dedicated page. Click Next

once accepted to proceed.

Submit Registration

After completing all wizard pages, click 

Finish to submit your information. Your 

registration will then be reviewed by the 

procurement team for approval.

Your registration is complete 

once you receive confirmation from 

the procurement team.
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