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REGISTER AS A SUPPLIER 

IN THE CLP SUPPLIER PORTAL 
 
NOTE: This guide is for suppliers who are registering to be a CLP supplier for the first time. 

1. Click on the New Supplier Registration link as shared by your CLP contact. 
2. Type your email address in the Email field. 
3. Click the Send Access Code button. 

Note: You will receive a unique access code to the email address that you provided. Copy the access 
code and proceed to Step 4. 

 
4. Paste the access code in the Access Code field. 
5. Click the Continue button. 
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6. At the Company Details page, update the following fields: 

• Company: Type the company name. 
• Country: Select the required country from the drop-down menu. 
• Taxpayer ID: Type the Taxpayer ID, if applicable. 
• Tax Registration Number: Type the Tax Registration Number or Business Registration Number. 
• D-U-N-S Number: Type the 9- or 13-digit D-U-N-S number, if applicable. 
• Organization Type: Select the required organisation type from the drop-down menu. 
• Supplier Type: Select the required supplier type from the drop-down menu. 

 
7. Click the Continue button. 
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Note: Attach supporting documents for Taxpayer ID, Tax Registration Number or Business Registration 
Number. This is MANDATORY. 
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8. At the Contacts page, update the following fields:  (Note: You may enter more than 1 contact person for 

different purposes in the next page (e.g. Receive POs, Receive Payments or Bid on RFQs)) 
 

• First Name: Type the first name of the contact. 
• Last Name: Type the surname of the contact. 
• Country: Select the required country from the drop-down menu. 
• Mobile: Type the mobile number. 
• Is this an administrative contact?: Select the Yes or No option. 

Note: An Administrative contact will be used as the default user for all supplier 
communications. 

• Does this contact need a user account?: Select the Yes or No option. 
Note: Selecting the Yes option will trigger the system to create a user account for the 
contact within Oracle Cloud. This user account allows the contact to log in to the 
Supplier Portal and allows access to manage the organisation’s profile and transactions 
with CLP. 
 
IMPORTANT TO NOTE: the first contact person’s email address listed in the supplier's 
contact information will be the recipient of any Purchase Order (PO) from CLP. 
 

 
9. Click the Continue button. 
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10. At the Addresses page, update the following fields: 
• Address Name: Type the address name. 
• What’s this address used for?: Select the required checkboxes. 

Notes: 
o Receive Purchase Orders: By selecting this option, the address can be selected for 

placing Purchase Orders. 
 
Note: Only the first contact person in the supplier's contacts will receive Purchase 
Orders 
 

o Receive Payments: By selecting this option, the address can be selected for 
payments. 

o Bid on RFQs: By selecting this option, the address can be selected during 
negotiations. 

• Country/Region: Select the required country/region from the drop-down menu. 
• Address Line 1: Type the address line 1. 
• Address Line 2: Type the address line 2. 
• City or Town: Type the city/town name. 
• District: Type the district name. 

11. Click the Continue button. 
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12. The Bank Accounts page is displayed. Update the following fields: 

• Country: Select the required country from the drop-down menu. 
• Branch Number: Select the required branch number from the drop-down menu. 
• Bank: Select the required bank from the drop-down menu. 
• Bank Branch: Select the required bank branch from the drop-down menu. 
• Account Number: Type the account number. 
• Currency: Select the required currency from the drop-down menu. 
• Account Type: Select the required account type from the drop-down menu. 
• Account Holder: Type the name of the account holder. 
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13. Click the Continue button. 
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14. The Products and Services page is displayed. Under the Category column, click the required 

checkboxes. 
 
15. Click the Continue button. 
 

16. The Questionnaire page is displayed. Answer all questions under the following sections: 
• KYC 
• SCOC Acknowledgement 

 
For KYC Questionnaire, please make sure you input the CLP buyer’s contact name and email address 
(xxx@clp.com.hk) into Question #3.  
 

17. Click the Submit button. 
 

mailto:xxx@clp.com.hk
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18. A success message is displayed. Close the browser window. You are now registered as a supplier in 

the CLP Supplier Portal. 
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