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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 register for 

Supplier self-service 

 



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. 



Registration Overview 

• Register as New Supplier 

 

• Already a Registered Supplier doing business as an 

Organisation, but wants to register for Supplier self-service 
– for example, doing business as a private company,  public company, 

partnership, trust, 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 

N 

O 
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Do you wish to do business with the City of Cape Town but 

don’t have a City of Cape Town issued Supplier Number? 

Download 
Application 

Form 

Complete 
and Sign 

Application 
Form 

Deliver 
Application 

Form to 
Supplier 

Management 

Approval 
Process 

City of Cape 
Town issues 

Supplier 
Number 

N 

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. 

Once the N-Process        is complete, 

then you can proceed to either the  

O-Process  

or the I-Process 
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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. 

O 

I 

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  

I-Process 

 



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

Authorising official 

(e.g. business owner) 
Administrator 

(e.g. heads/managers) 
Supplier self-service users 

(e.g. account manager) 

Register 
Organisation for 

Supplier self-
service 

Register as 
Administrator for 
the Organisation  

on e-Services 

Administrator 
nominates 1 or 
many Supplier 

self-service Users 

Nominees 
register as 

Supplier self-
service Users   

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 

O 



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

Sole Proprietor 

If you are doing business as an Individual, for example, 

Sole Proprietor or Informal Business, then follow the  

I-Process 

 

Register Individual  
on e-Services 

Activate  Supplier 
self-service feature 

I 



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. 

O I 

N 



Register Organisation for Supplier self-service 

(O-Process) 

Suppliers registered with CIPC as an Organisation 
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 Organisation. 

O 



Required documents 

Listed below is the documentation required for registration. 

 

These documents will be used as proof of identity and authorization. 

 

• City of Cape Town issued Supplier Number 

• Copy of Certificate of Company Registration 

• Letter of authorization 

• Copy of Authorization official ID/Passport 

• Administrator ID/Passport Number and Details 

 

 

 

O 



e-Services User Roles 

Authorising official: 
 

• Person designated to authorise the organisation’s interactions with the City via e-Services 

• May be the business owner or a senior official within the organisation 

• Responsible for assigning the initial user administrator for the organisation’s e-Services account 

 

Administrator: 
• Person responsible for managing and maintaining the users (or nominees) on the organisation’s e-

Services account 

• May be a department head or manager within the organisation or any individual authorised to fulfil this 

role 

 

Supplier self-service user (Nominee): 
• Person responsible for performing the service-specific electronic transactions on e-Services on behalf of 

the organisation 

• Would generally be a member of staff in the organisation 

 

NOTE:  

A single individual may occupy multiple roles as, for example, is normally the case in small businesses. The 

owner may occupy all of the above roles. For further assistance on registering an organisation, please 

consult our user manual for e-Services and complete the Organisation registration form. 

O 



e-Services User Roles 

Authorising Official, Administrator and Supplier self-service (SSS) User 
 

ACTIVITIES AUTH OFFICIAL ADMINISTRATOR SSS USER 
Registers  Organisation on e-Services X 

Activate Services for Organisation X 

Manage Users for Organisation X 

Activate Services for Myself (services 
offered by City of Cape Town to 
individuals, ex. View Municipal 
accounts) 

X X 

Display own Supplier Address as 
captured in City of Cape Town’s 
Supplier Database  

X 

Display Purchase Orders X 

Display Delivery Documents X 

Display Invoices and Credit Memos X 

Display Invoice Payment Status X 

Upload Invoices and Statements X 

O 
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Register 
Organisation for 

Supplier self-
service 

Register as 
Administrator for 
the Organisation  

on e-Services 

Administrator 
nominates 1 or 
many Supplier 

self-service Users 

Nominees 
register as 

Supplier self-
service Users   

O-Process:  

Register Organisation for Supplier self-service 



O-Process:  

Register Organisation for Supplier self-service 

O Authorising official 

(e.g. business owner) 

Register 
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tion for 
Supplier 

Self 
Service 
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You need your Supplier number before you can 
continue. 

Where do I find my Supplier number? 



O-Process:  

Register Organisation for Supplier self-service 

O Authorising official 

(e.g. business owner) 
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continue. 

Where do I find my Supplier number? 



O-Process:  

Register Organisation for Supplier self-service 

O 

1. Select Supplier self-service 

2. Enter Supplier Number 

3. Press Continue button 

Authorising official 

(e.g. business owner) 
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O-Process:  

Register Organisation for Supplier self-service 

O 

4. Enter Organisation Details 

5. Upload Company Registration Certificate 

6. Press Continue button 

Authorising official 

(e.g. business owner) 
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O-Process:  

Register Organisation for Supplier self-service 

O 

7. Enter Authorising Official Details 

8. Upload Letter of Authorisation 

10. Press Continue button 

9. Upload copy of ID/Passport 

Authorising official 

(e.g. business owner) 
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O-Process:  

Register Organisation for Supplier self-service 

O 

11. Enter Administrator Details 

12. Upload Letter of Authorisation 

13. Press Continue button 

Authorising official 

(e.g. business owner) 

Register 
Organisa
tion for 
Supplier 

Self 
Service 

Register 
as 

Administ
rator for 

the 
Organisa
tion  on 
eSERVIC

ES 

Administ
rator 

nominat
es 1 or 
many 

Supplier 
Self 

Services 
Users 

Nomine
es 

register 
as 

Supplier 
Self 

Service 
Users   



O-Process:  

Register Organisation for Supplier self-service 

O 

14. Accept Data Privacy Statement 

15. Press Register button 

Authorising official 

(e.g. business owner) 
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O-Process:  

Register Organisation for Supplier self-service 

O 

16. Take note of Reference Number 

Authorising official 
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O-Process:  

Register Organisation for Supplier self-service 

O 

17. Once Registration is approved by City of Cape Town, 
Authorising Official receives email informing him that 
Registration was successful 
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(e.g. business owner) 
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Register 
Organisation for 

Supplier self-
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Register as 
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register as 

Supplier self-
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O-Process:  

Register as Administrator for the Organisation 



O-Process:  

Register as Administrator for the Organisation 

O 

19. Administrator clicks on link 

Administrator 

(e.g. heads/managers) 

18. Once Registration is approved by City of Cape Town, 
Administrator receives email informing her to register online 
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O-Process:  

Register as Administrator for the Organisation 

O 

20. Administrator clicks on Register here 
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O-Process:  

Register as Administrator for the Organisation 

O 

23. Press Register button 

Administrator 

(e.g. heads/managers) 

21. Enter Administrator Details 

22. Accept Privacy Statement 
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O-Process:  

Register as Administrator for the Organisation 

O 
Administrator 

(e.g. heads/managers) 

24. Registration Confirmation 
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O-Process:  

Register as Administrator for the Organisation 

O 

26. Administrator clicks on link to log in to e-Services 

Administrator 

(e.g. heads/managers) 

25. Administrator receives email informing her of password 
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O-Process:  

Register as Administrator for the Organisation 

O 

27. Administrator enters 
Username and password and 
press Log On button 
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O-Process:  

Register as Administrator for the Organisation 
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28. Administrator selects new 
password and press Change 
button 
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O-Process:  

Register as Administrator for the Organisation 

O 
Administrator 
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29. Administrator selects My user roles 
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O-Process:  

Register as Administrator for the Organisation 

O 
Administrator 
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30. Press Activate 
button for 
Administrator role 
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O-Process:  

Register as Administrator for the Organisation 

O 
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31. Press Continue button 
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NOTE: If you already have a Business Partner number (for 
example you get a municipal account each month), then enter 

your BP number 



O-Process:  

Register as Administrator for the Organisation 
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32. Administrator enters 
her Address Details 

33. Press Continue button 
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O-Process:  

Register as Administrator for the Organisation 

O 
Administrator 

(e.g. heads/managers) 

34. Administrator uploads copy of ID/Passport 

35. Press Continue button 
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O-Process:  

Register as Administrator for the Organisation 

O 
Administrator 
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37. Press Submit button 

36 Accept Privacy Statement 
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O-Process:  

Register as Administrator for the Organisation 
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38. Confirmation 
Message 
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O-Process:  

Register as Administrator for the Organisation 
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Administrator 
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39. Log off 
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O-Process:  
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O-Process:  

Administrator nominates Supplier self-service Users 

O 

40. Once Administrator ID/Passport is validated by City of 
Cape Town, Authorising Official receives email informing 
him that the Administrator was successfully activated. 
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O-Process:  

Administrator nominates Supplier self-service Users 
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Administrator 
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42. Administrator clicks on link 

41. Once ID/Passport is validated by City of Cape Town, 
Administrator receives email informing her that her 
Administrator role was successfully activated. 
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O-Process:  

Administrator nominates Supplier self-service Users 
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Username and password and 
press Log On button 
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O-Process:  

Administrator nominates Supplier self-service Users 
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44. Select Organisation administration 
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O-Process:  

Administrator nominates Supplier self-service Users 
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45. Select Manage users 
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O-Process:  

Administrator nominates Supplier self-service Users 
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O-Process:  

Administrator nominates Supplier self-service Users 

O 

47. Select Maintain 
Supplier self-service users 

Administrator 

(e.g. heads/managers) 

Register 
Organisa
tion for 
Supplier 

Self 
Service 

Register 
as 

Administ
rator for 

the 
Organisa
tion  on 
eSERVIC

ES 

Administ
rator 

nominat
es 1 or 
many 

Supplier 
Self 

Services 
Users 

Nomine
es 

register 
as 

Supplier 
Self 

Service 
Users   



O-Process:  

Administrator nominates Supplier self-service Users 
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48. Enter SSS Contact Details with valid 
ID/Passport number 
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O-Process:  

Administrator nominates Supplier self-service Users 
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50. Success message will appear 
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O-Process:  

Nominees register as Supplier self-service Users 



O-Process:  

Nominees register as Supplier self-service Users 
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O-Process:  

Nominees register as Supplier self-service Users 
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53. SSS User clicks on Register here 
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Supplier self-service user 
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O-Process:  

Nominees register as Supplier self-service Users 
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56. Press Register button 

54. Enter SSS User Details 

55. Accept Privacy Statement 
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O-Process:  

Nominees register as Supplier self-service Users 

O 

57. Registration Confirmation 
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O-Process:  
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59. SSS User clicks on link to log in to eServices 

58. SSS User receives email informing her of password 
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61. SSS User selects new 
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62. SSS User selects My user roles 
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65. SSS User enters her 
Address Details 

66. Press Continue button 
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67. SSS User uploads copy of ID/Passport 

68. Press Continue button 
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70. Press Submit button 

69. Accept Privacy Statement 
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73. Once SSS User’s ID/Passport is validated by City of 
Cape Town, Administrator receives email informing her 
that the SSS User was successfully activated. 
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76. SSS User enters Username 
and password and press Log 
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77. Purchase Order Details 
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78. From here you can Display Purchase Orders, 
Delivery Documents and Invoice information. 
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The End 

Thank you for being a valued Supplier. 


