
Supplier Guide

How to access and 
update your company 
profile in Ivalua 
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Introduction
Purpose
This guide show you how to log in to the Ivalua Supplier Portal and update your company information.

Table of Contents
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Click any topic to navigate directly to that section.



First Time Log In To 
Ivalua Supplier Portal



Step 1: Click the Login link to navigate to the Ivalua Login 
page.

Step 2: Click Lost your password? to reset your password.

Note: You can enter you Email address and click Confirm. 
You will receive a password reset email.

First Time Log In To Ivalua Supplier Portal
You will receive an email from NESO (no-reply-nesoenergy@ivalua.com) with your user ID and a Login link to the Ivalua 
Supplier Portal.
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Step 3: Enter your Login and Password in the IDENTIFICATION 
section, then click Login.

Step 4: On first login, read the site’s terms & conditions click 
the checkbox against I accept the terms and 
conditions and click Acknowledge 
to access the portal..
 

Step 5: Go to General Info. > Company Profile. 

First Time Log In To Ivalua Supplier Portal
Once you have reset your password, you can log in to the Supplier Portal using your login credentials.
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Step 6: Enter or review details in: 

• Company Information, 
• Address, 
• Legal Information, 
• Sites 
• Contact

Always click Save.

Note: Fields marked with a red 
asterisk (*) are mandatory. 

Update Company Information
The Company Information tab opens by default. It shows your organisation's details. Make sure this information 
is always complete and up to date.
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Step 7: To add a new user, click Create Contact.

Step 8: Fill in the mandatory fields and click Save & Close.

Step 9: Select the appropriate role from the Role drop-
down list and click Save.

How to add contacts
The Contacts tab lets you to add key people from your organisation and their roles, so NESO knows who to contact when 
needed. You can also view your assigned NESO contacts under Client Contacts. Multiple users in your organization can have 
Ivalua access. 
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Important:  

Each organisation must have a Supplier 
Admin. This role has the ability to 
manage their users access to the supplier 
portal.



Step 10: To add documents

Click Add Documents under the 
required header.

Or

Click the Plus (+) icon against 
the required document type.

Note: Document types marked 
with a red asterisk (*) are 
mandatory. 

Mandatory Document:
The Certification of 
Incorporation is a mandatory 
document and must be 
uploaded to proceed.

Upload Documents & Certs
The Documents & Certs tab allows you to provide and update legal or regulatory documents as well as other documents 
required by NESO such as the Certification of Incorporation, Non Disclosure Agreement, Bank Evidence document and 
Diversity Certifications.
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Step 11: Update the following.

• Select the Document Type

• Add  Document Name 

• Add Begin Date

• Upload the Document file

Step 12: Click Save & Close.

Upload Documents & Certs
The Edit document window is displayed.
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Step 13: 

• Deselect the Use Company 
Information Address 
checkbox

• Enter the Order 
Address and/or Payment 
Address only if they differ 
from the address in the 
Company Information tab. 

Note: If the same address 
applies, keep the checkbox 
selected to avoid re-entering 
the details.

Step 14: Click Save.

Add P2P Information
The P2P Information tab allows you to provide information that is critical to enabling the smooth processing of 
orders.
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Step 15: Click Add Banking Information. Step 16: Enter all mandatory details and click Save in the 
Banking Information window .

Add P2P Information
Banking details:
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Step 17: Select the year for 
which you want to edit the 
financial indicators.

Step 18: Enter the Values of 
financial indicators and Units 
in the Indicators section.

Step 19: Click Save.

Note: The Charts and 
the KPI sections are updated 
based on the new values you 
entered.

Add Financial Indicators
The Financial Indicators tab allows you to update your company's financial information.
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Step 20: Select Regions Served 
definitions and Supplier 
Commodity (CPV code).

Step 21: Click Answer 
Questionnaire to submit 
responses to the Supplier 
Qualification Questionnaire.

Step 22: Click Add Reference to 
add customer testimonials, if 
any.

Step 23: Click Save.

Add Qualifications
The Qualifications tab allows you to specify the regions you serve and the commodities you sell, capture customer 
testimonials and access the questionnaires assigned to you by NESO. This tab is available only for PO suppliers. 
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Thank You
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