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User Guide – FO Supplier and Buyer Guide
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Supplier Self Registration Process – Steps to 
be Completed by Suppliers

Front Office
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The SSR request is sent by the
buyer

Send SSR Request via Supplier Database
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Send SSR Request via Tender (Supplier Circle)
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Welcome Page

Click on Next to proceed to the next tab.

First tab is the welcome page which
may contain some general info about the SSR process
as well as whom to get in contact with
in case support is needed.
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Company & Contact (1/3)

On the „Company & Contact“ tab the potential supplier
must fill in all the mandatory fields such as: 
company, country, contact information, etc.
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Company & Contact (2/3)

The fields marked with red are the mandatory fields. 
The potential supplier must fill in all the mandatory
fields to be able to click on „Next“ and proceed to
the next step.
Please note that the mandatory fields may differ
from the ones displayed on the screenshot.
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Company & Contact (3/3)

Once the informaiton on the „Company and contact“ 
has been completed, the potential supplier will 
recieve two emails with the credentials for the
platform of the client.
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Company Contacts (1/3)

In the Company Contacts tab, 
the potential supplier can add
additional colleagues. To
create a new contact, please
click on „New contact“.

On each SSR page there is a 
progress indication (e.g step 3 
out of 7) with additional 
instructions as to what needs
to be filled in.



TREX Company      |   CONFIDENTIAL/INTERNAL 10

Company Contacts (2/3)

1. The supplier must fill in all the
mandatory information of the new
contact in order to be able to save 
the changes.

2. To save the
changes the supplier
needs to click on the
green checkmark.

3. To proceed, please click on „Next“.
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The potential supplier can edit
the contact information by
clicking on „Open“, make the
changes, and save.

Company Contacts (3/3)

To proceed, please click on „Next“.
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Certificate Overview (1/2)

1. Click on „New“ to add a new
certificate. Please fill in all mandatory
fields and click on the green
checkmark to save. Please do not 
forget to upload a certificate. (W-9 is
required)

To proceed, please click on „Next“.
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Additional Information

In case the buyer has set a questionnaire up for gathering
additional supplier information, the potential supplier would
be requested to complete this under the tab „Additional 
Information“. By clicking in the column „Questionnaire“ a 
form with some mandatory and optional questions would be
displayed. The answers have to be published in order to
proceed to the next step.

To proceed, please click on „Next“.
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Terms and Conditions

Click on Logout.The last step of the SSR process is the
confirmation of the Terms and Conditions
which the buyer has uploaded for the
supplier to download and confirm in the
system., registration is now complete.
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