
Supplier Guideline
_____________________
How to Register?





Header

View Guideline 
here

Create Account
(if you don’t have account)

Sign In

Footer



Register Step
1. Create Account
2. Verification
3. Complete Registration



Click Create 
Account



Create Account

1

2

3



Create Account

Access your email and you will find 
verification email sent from 
noreply@procurement.binus.edu



Verification

If you receive this email, 
click on “Konfirmasi Akun”



Verification

Verification Successful, 
you can Sign In to 
Complete Registration



Sign In

Everytime you Sign In, 6 Digit 
OTP will be sent to your email.



Complete Registration

Click 
Complete Registration



Complete Registration

4 Segment :
- Business Information
- Financial Information
- Questionnaire
- Declaration



Complete Registration
Business Information - Profile

Business Type 
determine some 
fields on form

1

2

Public or Private Company 
show if Business Type is 

Corporate

3

If Public Company, fill 
Emiten Code if any or 

with strip.



Complete Registration
Business Information - Profile

Country
Choose your company 
country location

1

Prefix
Type of company, show 
based on country chosen2
Legal Business Name
Must match official legal 
documents (based on NIB / 
Business Identification 
Number, Deed of 
Establishment). You don’t 
have to put prefix again. 
Example : PT. Terbang Tinggi, 
fill with only Terbang Tinggi

Branding Name
Trade Name or Commercial 
Alias Name. Optional Field.

3

Supplier Category
Choose one that suits your 
main business

4



Complete Registration
Business Information - Profile

Supplier Group
Multi Supplier Group can be 
chosen. Supplier Group is 
product or services you 
provide. Please choose 
accordance with NIB.

1

Number of Employee
Must match official legal 
documents (based on NIB / 
Business Identification 
Number, Deed of 
Establishment)

Home Page URL
Start with https:// or http:// 
or www. Only mandatory for 
Business Type “Web-Based”

2

Company Profile
Attach company profile 
document

3

4



Complete Registration
Business Information - Role

Role
Mandatory filled, the 
purpose is to identify 
your company main 
product.

Click + to Add

1

Business Type - Select one of Business Type 
• If you are dealer, distributor, partner/agent or sole 

distributor, prepare certification or letter of 
appointment.

• Principal also have letter of appointment from Brand 
Owner.

• If you are Individual Entity, select profession and 
specify the profession.

• If you are not all of that list, just select retailer. 

2



Complete Registration
Business Information - Role

Dealer, Distributor, Partner/Agent or 
Sole Distributor 
Brand, Product, Certification Date are 
mandatory filled, the purpose is to 
identify your company main product.

A

B Profession need to specify the 
profession and optional for field product.



Complete Registration
Business Information - Role

Principal
Only state the product that 
has been appoint to your 
company.

C

D Retailer 
For Toko, Supermarket, any other 
company, just choose Retailer. Also 
Mandatory to fill product.



Complete Registration
Business Information - Role

You can add business type as 
needed



Complete Registration
Business Information - Address

Mandatory 1 address and you can 
add address as needed

1

Click + to Add



Complete Registration
Business Information - Address

1

Select Usage as needed,
At minimum you need to identify 
usage :
1. Billing
2. Mailing
3. Purchase Order 
4. Shipping



Complete Registration
Business Information - Address

Pin Point Maps
If needed, you can pin point the address on Maps

Click Save Location and Close

2



Complete Registration
Business Information - Address

If you Pick from Maps, some 
fields will be automatically 
filled

Country
Select one country, country list show base on 
list in our system.

3

Administrative Area 1
Automatically show drop down list, if the 
country has the list of administrative area.
Administrative Area 1 as equal as Province, 
Prefecture, etc. 
If not show drop down list, you can type free 
text on this field.

Administrative Area 2
Free text 

Address Line 1
Details of your address, you can define Street, 
District, Block, etc.

Postal Code
Postal Code of your address area

4

5

6

7



Complete Registration
Business Information - Address

Ownership
Own if you are the owner of the property
Lease if you rent the property
And Co-Working Space if you share working space with 
any other company.

8

Attachment
Attach photo of business location with slightly 
hints of business activity.
Comment
Put comment related on that address

10

11

Property Type
Select one from the list

9

Click Save Changes and Close



Complete Registration
Business Information - Phone

Click + to Add

3

1

Must fill at least 1 Primary Phone

Device Type 
Can be Office Phone, Mobile 
or Home Phone
Country Phone Code
Select from list

Fill with Phone Number

Extension
Only show if you choose Office Phone

4

5

6

Click Save Changes and Close

2

Select Usage
Billing = Bill usage
Purchase Order = PO confirmation
Shipping = Ship contact



Complete Registration
Business Information - Email

2 Email Address
Must follow format user@yyy.zzz

3

Click Save Changes and Close

Click + to Add1

Must fill at least 1 Primary Phone

Use For
Select from list



Complete Registration
Business Information – Business Contact

Title
Select position of Contact 
Person

Prefix
Select from list

First Name and Last Name
Fill with Contact Person’s name

1 Click + to Add

2

3

Must fill min 1 Contact Person



Complete Registration
Business Information – Business Contact

Phone Information
Please also fill phone 
information of Contact 
Person. 

Click + to Add 1

Click + to Add 2

Email Information
Please also fill email 
information of Contact 
Person. 

Click Save Changes and Close



Complete Registration
Business Information – Business Legality

All Legality will be shown base on type or business 
(Corporate / Individual / Web-Based)

Articles of Incorporation 
(Akta Pendirian)

SIUP TDP

Tax Identification Number 
(NPWP)

Special 
Certification

Business Registration 
Number (NIB)* Surat Domisili

*Business Registration Number is also know as 
Employer Identification Number or Unique Entity 
Number.

If Corporate :

Tax Identification Number 
(NPWP)

Personal 
Identification

Special 
Certification

If Individual :

If Web-Based :

Special 
Certification



Complete Registration
Business Information – Business Legality

Articles of Registration
Notary Name can be filled with freetext based 
on the name of notary.

Deed Issuance Date is official issued date of 
articles.

Authorized Capital is initial capital base stated 
on Articles.

Shareholder Name fill with name stated on 
Articles.

Supporting Document = Articles 



Complete Registration
Business Information – Business Legality

Business Registration Number (NIB)
Issuance Date must be on the past / backdated.

Supporting Document = Business Registration 
Number / NIB

Tax Number for Indonesian Company/Individual 
must be 16 digit number and for other country 
can be combination text and number.

Company Name usually same as Legal 
Business Name.

Tax Office (Kantor Pajak) Name filled with 
organization issued the tax registration number.

Tax Registration Number (NPWP)



Complete Registration
Business Information – Business Legality

Business Domicile Certificate (Surat 
Domisili), SIUP and TDP
These all supported document needed. For 
SIUP, you cannot put expired SIUP. 



Complete Registration
Business Information – Business Legality

Special Certification
Mostly neded for individual with profession, 
example : certified safety consultant, please 
upload certification of that profession.
For Company, you can upload certification as a 
company.

Personal Identity
Mandatory for Individual type of business.



Complete Registration
Business Information – Business Stakeholder

Major Supplier

Fill with information with your 
1 of Major Supplier

1 Click + to Add 2

Major Supplier is not mandatory, but if you click add, then you have to complete the information of 
Supplier Contact Person



Complete Registration
Business Information – Business Stakeholder

Major Supplier 
If you add major supplier, the table will summarize :

Can be expand and collapse



Complete Registration
Business Information – Business Stakeholder

Major Customer

Fill with information with your 
1 of Major Customer

Major Customer is not mandatory, but if you click add, then you have to complete the information of 
Supplier Contact Person

1 Click + to Add

2



Complete Registration
Business Information – Business Stakeholder

Major Customer
If you add major customer, the table will summarize :

Can be expand and collapse



Complete Registration
Business Information 

Choose payment terms from list



Complete Registration
Financial Information – Banking

1 Click + to Add

2 Country
Select one country, country list show base on 
list on our system

Beneficiary Account Information
Name : Base on bank account name
Number : Base on bank account number
Bank : Bank of the account
*if you cannot found Bank provider, please choose 
Country Burkina Faso and fill Bank Name with 
free text

3

4 Currency accepted 



Complete Registration
Financial Information – Banking

2

If Beneficiary Account Name is different with Legal Business 
Name, you have to atrach statement letter. Automatically 
detect.

4 Currency accepted 

Download at link statement letter
1. Complete form
2. Sign and Stamp the letter
3. Attach again
*sign by finance director / owner or equal

1

2

3 Upload and Save



Complete Registration
Financial Information – Banking

4 Currency accepted 

You can add more than 1 banking information as needed



Complete Registration
Financial Information – Financial 

4 Currency accepted 

Financial
Financial segment is a list of questions related your company financial insight.
Please complete all of questions.   



Complete Registration
Financial Information – Financial 

4 Currency accepted 

Financial
Financial segment is a list of questions related your company financial insight.
Please complete all of questions.   



Complete Registration
Questionnaire

4 Currency accepted 

Questionnaire
Affiliations, Project Reference and Others Questions

Some of the Questions
- Part of Group / Holding, if you 

have sister company, joint 
company, etc

- BINUS Alumnus, if owner of the 
company is alumnus



Complete Registration
Questionnaire – Project References

4 Currency accepted 

Project References
Add Project References for information

1 Click + to Add



Complete Registration
Questionnaire – Others

4 Currency accepted 



Complete Registration
Declaration

4 Currency accepted 



Complete Registration
Declaration

4 Currency accepted 

Declaration is our 
Integrity Pact
- You have to agree to 

integrity pact
- This declaration also 

have to be sign by min 
level director or equal



Complete Registration
Save as Draft

4 Currency accepted 

Click Save as Draft
You can continue your registration later by 
Click View My Registration

Click Submit
to sent the registration 
application to Internal BINUS



Thankyou 

4 Currency accepted 
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