CITY OF CAPE TOWN
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STAD KAAPSTAD

WHERE TO UPDATE SUPPLIER DETAILS ONLINE

FINANCE

Supply Chain Management

1. The administrator must Log on — only the administrator can make changes.

e-Services

Username =

Password *

|

Log On

|

2. Select the New E-service Portal.

Home Municipal accounts eProcurement Motor vehicle licensing

My user menu New e-Services portal

Welcome

Welcome to e-Services

3. Select the Service Registration for Supplier Self-service file.

General

General

Contact us

Frequently asked My user profile My user roles

questions User details Organisation role as.

4. Select the My suppliers file.

)

My account

Maintain personal details

My services My organisations

Activate services Maintain organisations

Service Activation

Service Registration Service Activation
for Supplier Self Ser. For individual and or.

7

My suppliers

.

Notifications

Maintain suppliey

Making progress possible. Together.
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5. The Supplier details screen will open up.

l 4 [ Add supplier

@ Supplier details B-BBEE Addresses Contacts Bank accounts Certificates

1. Supplier details

Trading as name: | Name the supplier business is performed under

*CSD Number Enter Central Supplier Database number

*Industry keys v To add/change industry keys
Community supplier ) NO
Subcouncil! Select an entry >

*Income tax number: Enter PAYE reference number

*SARS TCS PIN Enter tax compliance check PIN

VAT registration number.

’ [i] Fields marked with * are compulsory input

6. Click on the B-BBEEE tab to update B-BBEEE details.

<

7=
( ) i i
.@/ Supplier details

@ B-BBEE Addresses

2. B-BBEE

7. Click on the Addresses tab to change address details of the supplier.

4 Add supplier

‘ @ Draft saved successfully

N
(@ ) Supplier details
NS

o~
( I B-BBEE ——f @ Addresses
N

3. Addresses

8. Click on the Contacts fab to add company contact details.

< Add supplier

® Requested entry was deleted successfully

(/C;)\l = li/\ B-BBEE —— I/ﬁ%\' Addresses 3 @ Contacts Bank acco
) '\_J _/

4. Contacts
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9. Click on the Bank accounts tab to upload the bank details.

@ Requested entry was deleted successfully

@ - @ Contacts @ Bank accounts

5. Bank accounts

10. Click on the Documents tab to upload the supporting documents for the changes done.

<

Add supplier

@ Requested entry was deleted successfully

@ - @ Bank accounts ——— @ Certificates ——

7. Documents

P —

Documents Declarations

11. Click on the Declarations tab to upload the supporting documents for the changes

done.

' = '(%) Bank accounts ———— <§> Caifhcatagr—

8. Declarations

Declarations

Declaration type Last update on

Declaration type *

No entries. Click + to add

12. Click Submit
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(@) Documents ——— ] 0 Declarations

|Setect an entry

Make a declaration for each required type

Supplier declaration



