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SERVICE REGISTRATION FOR SUPPLIER SELF SERVICE  
HOW-TO-GUIDE 

 

1. The Administrator must login. (Only the administrator can make changes). 

 

2. Select 'New e-Services Portal' 

 

3. Select Service Registration for Supplier Self Service tile 

 

4. Select the My Supplier tile 

 

Follow the steps below to: 

• add the Industry keys; 

• submit the declaration; and  

• add the sales and accounts person roles 
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5. The Supplier Details screen will open up. 

 

6. Select the ‘Declarations’ icon 

 

 
The declaration will open on Schedule A. 

a. Complete 3.3 
b. Answer all questions by selecting YES or NO. 
c. If YES, please provide all required information. 
d. Point 4, click on ‘ADD’ and enter the names and ID numbers of all directors listed on the 

CSD report 
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Click on ‘Add’ to enter 
director’s details. 

 
Complete Schedule A, B and C 
 

 
At the bottom of Schedule C, tick in the DISCLAIMER box and CONTINUE 
 
 

a. Ensure ALL questions were selected; 
b. If you do not select all questions, the Continue button will be greyed out and you will not be 

able to continue. 

 
Click on REFRESH and the declaration details will pull in. 
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Click on Step 4 - Select one of the roles and thereafter select the other role. 

 
 

Save and Submit to us for approval. 
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