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Guide of supplier registration



The company name MUST correspond exactly 
with the Business Registration Certificate.
For a Chinese company name, please provide 
the English translation.

For a Hong Kong company= BR Number.
For a China company= 统一社会信用代码.
For companies in other countries= 
Business Registration Certificate #.

Select Corporation for general company Select Supplier for general company

Company Details
1

2

3
4 5

Hong Kong company select: Hong Kong
China company select: China
Other Country select: Registered Country

6
Submit the supporting document to verify 
the company name, tax registration 
number and company address (E.g: 
Business license and tax document, etc)



公司名称必需输入英文全名*

输入统一社会信用代码

选择China1
2

3

5

Company Details
中国供应商登记参考资料

*如没有英文全名, 请由中文转译至英文
**以上资料必需与营业执照上一致

附上已加上公司英文全名
及英文地址营业执照

4



This person will be appointed as the primary contact for receiving CLP PO and managing 
negotiations (tender).
Alternative contact can be assigned in the company profile on your own.

Contacts

Remarks: Please be reminded to choose the option of Request user account for new Contacts:



User roles determine the permissions of a user account, influencing access to various functions.

User Roles

NOTE:
• Unless a particular request is made, please maintain all roles UNCHANGED
• For role function details, please refer to the user role function table

All roles will be assigned automatically 



User Role Function Table



Address

All three boxes need to be checked.
1

2

Company address MUST align with 
Business Registration Certificate.



If could not find the bank/branch number from the drop-down list, 
please fill in MS form through click in Supplier Banking 
Information Submission and submit.

Bank Accounts 

1

2
All details MUST align with the supporting document.

https://forms.office.com/Pages/DesignPageV2.aspx?origin=NeoPortalPage&subpage=design&id=Tj-JM5czq0y7PJIkv36vuq1RcXrjgmRCpvVaN1bGuABUMlFTQjM5N1ZMMEkxVko0OFZEN0hGSVlEVS4u&branchingelementid=r5798a55cab904e34979c04d383e92d3a
https://forms.office.com/Pages/DesignPageV2.aspx?origin=NeoPortalPage&subpage=design&id=Tj-JM5czq0y7PJIkv36vuq1RcXrjgmRCpvVaN1bGuABUMlFTQjM5N1ZMMEkxVko0OFZEN0hGSVlEVS4u&branchingelementid=r5798a55cab904e34979c04d383e92d3a


Proceed with the unfinished registration
You can use the steps below to log in again and finish your registration process that is still incomplete.

Enter your registered email 
1

Fill in the access code and 
click Continue

2

Complete the necessary information.
3



Click the Submit button.

A success message is displayed. Your registration request is submitted and pending for approval. 

Submit the registration request 

Answer all questions in these two sections.
1

2

Tick boxes should be marked if every question has been addressed.
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