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Mae'r ddogfen hon ar gael yn Gymraeg, ac mewn ieithoedd a fformatau eraill ar gais.
This document is available in Welsh, and in other languages and formats on request.
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Please select the ‘Register’ option to begin your portal registration. 
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Enter information into the following boxes and select ‘Register’ at the bottom of the page.  

Please note all fields marked with * are mandatory. 
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If the below message appears you may have already registered an account previously on the portal, if you are 

unsure please contact a member of the E-Procurement team via the contact details contained on page 17 to check 

and obtain your login information.  

If your information does not appear above please select the check box to confirm, and select ‘Register’ 
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Once you have registered the following message will appear. 
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An activation email will be sent to the email address of your primary contact. Your account will only be activated once 

you’ve selected the link. 
 

 

 
 

 

Once you have clicked on the link to activate your account you will be directed to the following page to commence with the 
‘Self Registration’ process. 
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Step 1: Enter your Company Registration Number, VAT Registration and DUNS Number into the required fields. 

If any are not applicable please tick the ‘Not Applicable’ box. Select your organisation type, then click ‘next’ to 

move to Step 2. 

 

 

Please note: All fields marked with a red * are mandatory and must be completed. 
 
For further information on how to obtain a DUNS number visit: www.dnb.com/duns-number.  

 
 

http://www.dnb.com/duns-number
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Enter Organisation Details – Your organization name will be pre-populated from your initial request to register, complete 

the relevant information. Once actioned scroll down to move to Addresses and Users. 
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Addresses and Users – Your initial business address will be prepopulated however you can add multiple addresses  by 

clicking the Add Address Icon. Additional users can be added via the ‘Add User’  where you will be presented with a 

dialogue box to complete the necessary information. Each user created will receive an activation email to confirm/amend 

any details before being able to login and use the system. Please note: You can add an unlimited number of users to 

your account.  
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Product Classifications: What you sell – Here you will need to enter information on the products/services you are able to 

provide by using Common Procurement Vocabulary (CPV) Codes. In order to add your code you can either enter a key 

word into the search option or you can select from the list available.  
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From the available list select the desired classification e.g. 4500000 Construction Work, please note it will also filter 

down further codes that may be applicable click to select all relevant codes. You will then need to click on the 

orange arrow indicated below this will add your codes to the right hand side of the screen, select the codes again 

and a tick will appear in the box which is now highlighted in blue and your codes have been added.  

 
 

Please note: Suppliers will be sourced for contract opportunities by Procurement Officers using specific CPV 

(Common Procurement Vocabulary) Codes. It is essential that only CPV Codes specific to your organisation 

are added to your profile. 
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Buyer Selection – At this stage you are required to indicate which Buyer Organisation’s you would like to register with. 

Place a tick in the appropriate box/boxes  
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Notification Subscriptions: This is where you can indicate the notifications via email you would like to receive. 

We advise all are selected to ensure you receive all relevant email notifications this can be done by clicking the 

select / unselect all options here. 
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Terms & Conditions - Read the terms and conditions of the use of this Supplier Portal and tick the box to denote you have 

read and understood the terms and that you agree to abide by them. If you do not agree you cannot complete the 

registration process.  

 

Once all information has been completed please click on Finish 

 

You will then be presented with the following Screen 

This is where you sign to say you have read the terms and conditions and create a unique password for yourself. 
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Click Ok 

You will then be logged into the supplier network 
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Step 9: Finish - Finally insert a password for the admin user and repeat it. The password MUST be between 

6 and 50 characters in length. It must contain at least 2 number(s). Once completed select ‘Complete 

Registration’ 
 

 



Supplier Registration Guide v3 Dec18 

 

17  

 

The registration process is now complete and you can now view and register your interest in 

opportunities and administer organisation information. 
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Support Available 

In addition to the Proactis Helpdesk (via ‘Contact us 

on the log-on screen), support is available from the 

E-Procurement Team, if you encounter any system 

related problems when attempting to respond to a 

request (PQQ/ITT) please contact one of the 

following immediately: 

 

Natasha Ford – Supplier Relationship Officer 

Tel: 01443 863075 

Email: fordn@caerphilly.gov.uk 
 
Jemma Ford – Supplier Relationship Officer (WHQS) 
Tel: 01443 863163 
Email: fordj1@caerphilly.gov.uk

mailto:fordn@caerphilly.gov.uk
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You can also find help and guidance from Proactis on the homage of the supplier portal, please click on the list of 

options provided below. 

 

 


