Haringey

HPCS — End User Guide for Suppliers

Title: Create Supplier Registration

1.0 Purpose

This guide will show new potential suppliers how to register on the Haringey Procurement & Contracts System
(HPCS) and complete the Supplier Registration Form (SRF) for new and future procurement opportunities that
the council may have.

The process s initiated by clicking the link and using the login details that have been sent to your email address
or by selection the below link:

https://s2c.waxdigital.co.uk/ProcurementLBHaringey/

Haringey Procuremant amd Confract System
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Retrieve Password | ContactUs | RegisterHere g 1
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Click on Register Here

Note: For assistance at this stage e-Mail HPCS@haringey.gov.uk with messages

1.1 Registration form

Haringey

®

Haringey Procurement and Contract System

Register an Account

Welcome to the supplier registration page. Please complete your details and then click on the Register button to submit them.

* Indicates required field

Your Details

Complete the account registration form

Sumame *

[ ]
FirstName * | |
[ |
Job Title | |

I 1
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Register an Account

Thank you for registering your details. An email has been sent to you which will
allow you to activate your account.

Note: the following message will be displayed if all mandatory fields have been successfully completed.

1. Open the email from your inbox and click on the link to activate your account in the new procurement

system (See system message below).

Register an Account

Your account is now activated.

1.2 Supplier Registration Form (SRF)

Click on the Go to sign in button to log on to the Procurement system portal.
Haringey

| USERNAME |

. /
=

asringey Procuramant and Coniract Systom

| PASSWORD |

/

Retrieve Password | ContactUs | Register Here

2. Enter your Username and Password and then click the Sign In button.
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@ Dashboard Signed i as David Dorman. Last logged on at \UTC) Bubin, Edinburgh, Lisban, Londo

Event Summary A Event Management Y

Tite Event Type Closing Date
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Select Supplier Registration form

Suppiler Regisiration Fom SRF N December 2020 1200

Involvement Calendar rs

Novenber 2018 . Upcoming 161172016
Mon Te Wed Thu Fn 83 Sun .

Select Questions tab

Questions

On Behalf Of : Haringey Strategic Procurement Download as PDF
Highlight ] Unanswered Mandatory Questions

1 Supplier Details

Enter your Organisation Registered name.

Enter your Address Details including City, Postcode and Country.
Enter your Contact Number.

Enter your Company Email Address

No v ks~Ww

Enter your company registration number in the Company Reg No field.

NOTE: The Company Registration Number consists of 8 numbers, or 2 letters followed by 6 numbers

8. Enter your tax (VAT) registration number.

NOTE: The VAT Registration number consists of 8 numbers, or 2 letters followed by 6 numbers

9. Select the country the company is registered in.
10. Select you company SME size as required
11. Enter Registered Charity Number as required
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Categories You Supply
[Find Proclass Codes] Add Proclass Code I
Categories [ information Communication Technology / Call Systems
Remove Selected
Login Details

Fassword Confirmation  * ‘uulollnll

EMIAIESS . iyio@DBALTD co uk

PESSHONT * [ensansasnnn |

Password Requirements:
Maximum number of repeated characters: 3 ; Minimum length: € ; History restriction length: 12

All of the following:
Minimum number of lefters: 2 ; Minimum number of lowercase letters: 1 ; Minimum number of uppercase letters: 1 ; Minimum number of numbers: 1 ; Minimum number of punctuation characters: 1

12. Enter the Proclass code by typing the description and then click on the Add Proclass Code button to

add the proclass (spend category) code

Note: to search for categories use this link: http://search.proclass.org.uk/search.php

13. Enter CIS Unique reference Number.
14. Enter Bank Details

Please can you attach a copy of your bank statement to verify the bank details

The supplier must supply ID documents in order to support their request:

Redacted bank statement confirming name and address of company, Redacted bank statement to include visible:

>
>
>
>
>

Payee name,

Account number

Sort code

Bank name and address

Building society roll number if applicable

Should the business name and address on the statement differ from that provided extra ID will be required:

>
>

15.
16.
17.

Evidence of business rates.
Council tax liability

Enter your email address for remittances
Enter your name and position in company
Click on the Submit Responses button (Your business is now fully registered on the HPCS system).

End of procedure
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