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Topics

« Registration Overview
— A brief Overview of the Supplier Registration Process

- Detail Registration Steps

— Detailed information on the steps required to successfully reqgister for
Supplier self-service
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Registration Overview

There are 2 different Supplier self-service
registration options available (O-Process and
I-Process), so please read the Registration

Overview pages before Registering for Supplier
self-service.



Regisiration Overview

« Register as New Supplier o

« Already a Registered Supplier doing business as an
Organisation, but wants to register for Supplier self-service

— forexample, doing business as a private company, public company,
partnership, frust, closed corporation, non-profit organisation

« Already a Registered Supplier doing business as an Individual
but wants to register for Supplier self-service
— For example, doing business as an Informal Business or Sole Proprietor

CITY OF CAPE TOWN
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STAD KAAPSTAD



Do you wish to do business with the City of Cape Town but
don’t have a City of Cape Town issued Supplier Number?

Suppliers who wish to do business with the City of Cape
Town are required to be registered on the supplier
database. Refer to the application form for the list of
required supporting documentation.

Deliver
Application
Form to
Supplier
Management

Complete
and Sign
Application
Form

Download

Application
Form

Once the N-Process @/is complete,
then you can proceed to either the
O-Process @
or the I-Process 0

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

City of Cape
Approval Town issues

Process Supplier
Number



Are you a Registered Supplier and have a City of Cape
Town issued Supplier Number?

Follow either the O-Process or the I-Process, not both.

If you are doing business as an Organisation, for example,
private company, public company, partnership, trust,
closed corporation, non-profit organisation, then follow
the O-Process

If you are doing business as an Individual, for example,
Sole Proprietor or Informal Business, then follow the
|-Process

CITY OF CAPE TOWN
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0,

Are you doing business as an Organisation (O-Process)?

If you are doing business as an Organisation, for example,
private company, public company, partnership, trust,
closed corporation, non-profit organisation, then follow
the O-Process

Nominees
register as
Supplier self-
service Users

Register Register as Administrator

Organisation for Administrator for nominates 1 or

Supplier self- the Organisation many Supplier
service on e-Services self-service Users

Authorising official Administrator
(e.g. business owner) Supplier self-service users

(e.g. heads/managers)
CITY OF CAPE TOWN (e.g. account manager)
ISIXEKO SASEKAPA

STAD KAAPSTAD



Are you doing business as an Individual (I-Process)?

If you are doing business as an Individual, for example,
Sole Proprietor or Informal Business, then follow the
I-Process

Register Individual Activate Supplier

on e-Services self-service feature

N,y

Sole Proprietor
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Detail Registration Steps

The O-Process @ and I—Process@ are different,
so please choose the correct Registration Process
for your business.

If you don’t have a City of Cape Town issued
Supplier Number, then please complete the
N-Process () first.



Register for Supplier self-service as Individual
(Informal Business or Sole Proprietor)

Suppliers doing business as an Informal Business or
Sole Proprietor and who wish to interact
electronically with the City of Cape Town's Supply
Chain Management department (for example view
Purchase Orders, Upload Invoices, Check Invoice

Payment status) can register on e-Services as an
Individual.



Required documents

Listed below is the documentation required for registration.
These documents will be used as proof of identity and authorization.

« Copy of ID/Passport

CITY OF CAPE TOWN
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I-Process:
Register Individual on e-Services

Register Individual

on e-Services

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user A

|-PI'OCGSSZ (e.g. business owner)
Register Individual on e-Services
CITY OF CAPE TOWN

ISIXEKO SASEKAFA Register Individual
STAD KAAFPSTAD on eSERVICES

Making progress possible. Together.

e-Services

Username *

Password *

Mot registered yet? Register here

Forgotten yvour password? Reset \rumx
Forgotten your username? Hefrieve your username here

Missing password e-mail? Check/change your e-mail address here

Frequently asked guestions? Find e-Semvices FAQ here

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user —

I_Process: (e.g. business owner)
Register Individual on e-Services

Registration

Register Individual
- . on eSERVICES
& Personal information

*Tihe: (M5 v

* Name: | | |
* Sumame: | |
*was ||
. s South African permanent resident Foreign national
Resident type:

*ID/Passportrumber: ||

User information

* Usemame: | |

* E-mail: | |

Your e-mail address must be unique to you and should not belong to other people as well.
Please ensure you type it in correctly so that we are able to communicate with you successfully.

* Repeat e-mail: | |

=1 Contact details

Telephone number | |

Fax number: | |

Cellphone: | |

Data privacy statement

We endeavour to ensure that the data you submit to us remains confidential and is used only for the purposes stated in the data privacy
document. Please confirm that you accept our data privacy statement below.

Data privacy statement

The data privacy statement is displayed in a new window. If the 04 av of additional windows is currentlv sunnressed hv a non-un blocker vou
must first de-activate this setting.



Supplier self-service user — o
. (e.g. business owner) 1
I-Prc?cess. o . \ ! 4
Register Individual on e-Services

Register Individual
on eSERVICES

CITY OF CAPE TOWN
ISIXEKO SASEKAFPA
STAD KAAPSTAD

-
e

-

- Making progress possible. Together.

Registration successful

Congratulations!

You have successfully registered for e-Services.

An e-mail providing you with your username and temporary password has been sent to the e-mail address you submitted when you registered.
Ise both of these to login to e-Services, where you will be required to change the temporary password to a new password of your own choice.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD




Supplier self-service user A
(e.g. business owner) :

I-Process:
Register Individual on e-Services

Making progress possible. Together.

. w u Register Individual
Civic Centre Iziko Loluntu Burgersentrum on eSERVICES

12 Hertzog Boulevard 12 Hertzog Boulevard Hertzog-boulevard 12
Cape Town 3001 iKapa 8001 Kaapstad 8001
P O Box 298, Cape Town 83000 P O Box 298, Cape Town 8000 P O Eox 298, Cape Town 8000

Email: help uces@capetown gov.za

Website: eservices.capetown gov.za

Dear 5US Test User Supplier 150123,
You have successfully registered for e-Services.
Find your log on details below.

Uzername: 3UUS150123

Temporary password: SITSECYDNQLI \

Please proceed to log on to e-Services usinggthe link below.

ESH&&CES.C@M gm-'.za
mkp

You will then be prompted to change orary password.
NE: This registration confirmation does not mean that vou have been granted access to specific services on our webszite but that an account has been created for
yvou. You are required to register for or activate the services you may require when yvou log on to e-Services.

e-Services
City of Cape Town

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user A

I_ Process: (e.g. business owner)
Activate Supplier self-service feature |

Activate Supplier

self-service feature

CITY OF CAPE TOWN
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I-Process:

Activate Supplier self-service feature

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

\" CITY OF CAPE TOWN
- ISIXEKO SASEKAPA
STAD KAAPSTAD

e-Services

Username *

Passwaord *

Mot registered yet? Register here
Forgotten your password? Reset your password here

Forgotten yvour username? Hefrieve your usemame here

Missing password e-mail? Checkichange your e-mail address here

Frequently asked questions? Find e-Semvices FAQ here

Supplier self-service user
(e.g. business owner)

Making progress possible. Together.

Activate Supplier
Self Service
feature




I-Process:

Activate Supplier self-service feature

> - "

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Supplier self-service user
(e.g. business owner)

Activate Supplier
Self Service
feature

" Making progress possible. Together.

0 Temporary password must now be changed

Change Password

Old Password * [TTTTTITITI T

Mew Password * (111211

Confirm Password * sesssss -
Change I Cancel




Supplier self-service user A

I_ PI'OCGSSI (e.g. business owner)
Activate Supplier self-service feature |

Activate Supplier
Self Service
feature

: Y - ISIXEKO SASEKAPA

@ CITY OF CAPE TOWN
| Pt STAD KAAPSTAD

Making progress possible. Together.

Home

My user menu

[4]F¥] L]
= Welcome
= My profile
= My user roles
= Semnvice aclivation
= Contact us \

= Frequently asked questions

Welcome to e-Services

: : CESS YOur request as swittly as required.
Please hear mlh us as we mahe E'IIEW eﬁart to address the Dutstandmg issues. We will respond to you as soon as possible.

Dear User

The e-Services website has been designed to enable yvou to interact with the City of Cape Town online.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user A
. e.g. business owner i
I-Process: e : :
S

Activate Supplier self-service feature |

Activate Supplier
Self Service
feature

My user menu

= Welcome

A Service activation

» Mty user roles

Service activation

= Coafitac] us

« Frequently asked questions Senvice name Senvice description Status  Status description
Careers Search and apply for City vacancies onbne ] Inactve
Mﬂtﬂr vehi{:le licens ) Motor vehicle Bcence renevwal [+ ] Inactive
Prepaid electricity Furchase prepaid electnicity for one or more meters online < Inactive
cnny“ancing Rales clearance service for SOLE PROPRIETORS ONLY < Inactive
Sup p]ier self-service Supplier seif-service for SOLE PROPRIETORS ONLY 2 Inactve
Muni ccounts  View rales and service account details, balances and <@ Inactive

mzmanic

NOTE: Ensure you press the Activate service
button for Supplier self-service

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user A
. e.g. business owner L
I-Process: o ) |
S

Activate Supplier self-service feature |

Activate Supplier
Self Service
feature

SUPPLIER MANAGEMENT
CITY OF CAPE TOWN

ISIXEKO SASEKAPA
STAD KAAPSTAD
F: +27 21 400 2018, +27 84 544 1881

E: supplier management@capetown.gov.za

1. On your Registration Confirmation letter
2015/02/16

TEST SUPPLIER

= Grasid e You need your Supplier number before you can
8001 continue.

Where do | find my Supplier number?

Supplier Registration Detail

Supplier number: 1009999999

(¢

Dear Supplier

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user
(e.g. business owner)

I-Process:
Activate Supplier self-service feature

Activate Supplier
Self Service
feature

2. OR on your Purchase Order

CITY OF CAPE TOWN PURCHASE ORDER PO DATE 11.02.2015
ISIXEKO SASEKAPA TIME 15:24:41
STAD KAAPSTAD 4500002113 PAGE  1oft
SUPPLIER DETAILS INVOICE TO: DELIVERY ADDRESS:
SUS Test User Supplier 150122 City of Cape Town Electricity - Ndabeni
150122 Church Private Bag X6 RED1 Plant/ PH: 511 0410
CAPE TOWN 7535 Bellville Meick Street
8001 NDABENI
SOUTH AFRICA ACCOUNTS PAYABLE CALL CENTRE: 086 010 3089 7405
Electronic Invoices can be e-mailed to: SOUTH AFRICA
I]SUPPUER NUMBER : 1000092368 I accountspayable.registryS@capetown.gov.za CONTRACT NO 2
s NOTE: Only PDF files will be accepted BUYER DETAILS - R. Davids
SUPPLIER FAX NO - 0900150122 \ TELEPHONE - 021 400 6745
COLLECTIVE NUMBER : VAT REGISTRATION: 4500193497 FAX - 021 400 3261

You need your Supplier number before you can
continue.

Where do | find my Supplier number?

{A""\ CITY OF CAPE TOWN
\,@,f ISIXEKO SASEKAPA
) STAD KAAPSTAD



Supplier self-service user

I_ PI'OCGSSZ (e.g. business owner)
Activate Supplier self-service feature

Activate Supplier
Self Service
feature

Home

My user menu

[4]¥] 4

= WWelcome

= My profile Supplier self-service - service activation
= My user roles

= Service activation

» Contact us Supplier details

= Frequently asked guesfions
* Denotes a compulsory field

* Supplier number:

Notice

Y our supplier number is required in order to register for Supplier self-service as an individual {informal
business or sole proprietor). If you work for an organisation (not an informal business or sole proprietor)
and want to use Supplier self-service, your organisation will need to be registered on the organisation
registration page.

Click here to visit our orgamization registration page.

| Back | | Continue

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user R~ o
. (e.g. business owner) 1
I-Prf)cess. . . A\ ! 4
Activate Supplier self-service feature

Activate Supplier
Self Service
feature

2 Personal information

Name: | SUS Test User | Sumame: | Supplier 150123

ID type: | Passport (non-South | py passport number: | 17150123 \ i

& Registration information

Business partner number: | 1000092369 (@

\

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD




Supplier self-service user R~ o
. (e.g. business owner) 1
I-Prf)cess. . . A\ ! 4
Activate Supplier self-service feature

Activate Supplier

e-Services role activation Self service

feature

Required attachments

Please attach a scanned copy of your identity document £ A |D document or passport for non SA citizens):

| | erowse..| Upoad|

Back | | Continue |

\—

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD




Supplier self-service user

I_ PI'OCGSSZ (e.g. business owner)
Activate Supplier self-service feature

Supplier Self Service regisiration

Activate Supplier
Self Service

feature

Your application for the Supplier Self Service service has been submitted successfully.

You will receive an e-mail when your registration is active with details on how to access this service.

Kindly quote your reference number IT150123/00001 when making enquiries regarding your application.

Please click on the “Back™ button below to return to the services screen.

L4 Back

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user A
. e.g. business owner i
I-Process: e : :
S

Activate Supplier self-service feature |

Activate Supplier
Self Service
feature

‘,-*"*-\* CITY OF CAPE TOWN
,., ISIXEKO SASEKAPA
e STAD KAAPSTAD / Log off

Making progress passible. Teg

Home

My user menu

[4]¥] 1
= Welcome
= My profile
= My user roles
= Service activation

Service activation

>

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



Supplier self-service user

I_ PI'OCGSSZ (e.g. business owner)
Activate Supplier self-service feature

Activate Supplier
Self Service
feature

Making progress possible. Together.

Civic Centre Iziko Loluntu Burgersentrum
12 Hertzog Boulevard 12 Hertzog Boulevard Hertzog-boulevard 12
Cape Town 3001 iKapa 8001 Kaapstad 8001

P O Box 298, Cape Town 5000 P O Box 298, Cape 7 m 8000 P O Box 298, Cape Town 5000

Email: help nces(@capetown gov.za
Website: ezervices capetown. 2ov.Za

Dear SUS Test User Supplier 150123,

Your application for the service Supplier self-zervice ieen approved. You are now regiztered on the City's e-Services portal with the following details:

Business pariner number: 1000092369

Pleaze note that it takes approximately an howr for the service-specific tabs to appz You may
proceed to log on to the e-Services website via eservices capetown gov.za to cm‘)\

e-Services
City of Cape Town

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



I-Process:

Activate Supplier self-service feature

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

\" CITY OF CAPE TOWN
- ISIXEKO SASEKAPA
STAD KAAPSTAD

e-Services

Username *

Passwaord *

Mot registered yet? Register here
Forgotten your password? Reset your password here

Forgotten yvour username? Hefrieve your usemame here

Missing password e-mail? Checkichange your e-mail address here

Frequently asked questions? Find e-Semvices FAQ here

Supplier self-service user
(e.g. business owner)

Making progress possible. Together.

Activate Supplier
Self Service
feature




I-Process:

Activate Supplier self-service feature

Supplier self-service user
(e.g. business owner)

P CITY OF CAPE TOWN

;.f} ISIXEKO SASEKAPA
Ny STAD KAAPSTAD

o st n e b i,

My user menu

NOTE: It takes between 1 hour and 24 hours after
you received the email before the Purchase Order e

Activate Supplier

Details tab appears

Making progress possible. Together.

[4]¥] 1
= Welcome
= My profile
= My user roles
= Semvice activation
= Contact us
= Frequently asked guestions

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Welcome to e-Services

We are currently experiencing high call volumes and may not be able to process your request as
swiftly as required.

Please bear with us as we make every efiort to address the outstanding issues. We will respond to
you as soon as possible.

Dear User



Supplier self-service user
(e.g. business owner)

I-Process:
Activate Supplier self-service feature

Activate Supplier
Self Service
feature

CITY OF CAPE TOWN
ISIXEKO SASEKAPA

Log off
STAD KAAPSTAD v Log off
" Making progress possible. Together.
Home | Supplier Details on Record  Purchase Order Details | Invoice/statement upload |
Purchase Orders | Delivery Documents | Invoices and Credit Memos | Freguently asked gquestions
[4]¥] 1
- All SUS Test User Supplier 150122 Py
= ew i i
. Changed | List of Purchase Orders
= In Process [ Print | [ Download |
= Confirmed B
= Partly Confirmed
. Ret i . 4500002113 04.02.2015 6.000,00 ZAR n Process
= Canceled by Customer | 4500002111 04.02.2015 6.000,00 ZAR hn Process
= Payment Made | 4500002092 29.01.2015 3.000,00 ZAR Partly Confirmed
C Lz m 4500002091 29.01.2015 0,00 ZAR Canceled by Customer

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD



The End

Thank you for being a valued Supplier.



