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INTRODUCTION

This guide is designed to help suppliers use the platform effectively 
to showcase their business, manage products and services, and 
connect with potential buyers. It provides practical guidance 
for registering, completing your profile, maintaining accurate 
information.

Each section explains what you will see on the screen, why it matters, 
and how to complete common tasks. Following this guide will 
help improve your visibility on the platform and support successful 
business connections.
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Register on the Platform1
To begin, you must create a supplier account on the SDP platform. 
You can create a business profile, list products or services, and receive 
buyer requests 
 1.	 Visit the SDP website
2.	 Click For Suppliers from the navigation menu
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Make sure the information provided is complete and accurate. 

3.	 Fill out the form with your information. Fill out all the required 
fields marked by *

4.	 Submit the registration form
5.	 After registering, you will receive an email to verify your account.
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Log in to your account

Your Supplier Dashboard

2

3

Once your email is verified, you can log in to the platform. 
 
Logging in gives you access to your supplier dashboard, where all actions on 
the platform begin.

After logging in, you will see your supplier dashboard and provides an 
overview of:
•	 Profile completion status
•	 Products or services listed
•	 Buyer linkage requests
•	 Document status
•	 Notifications and system messages
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Messages at the top of the dashboard may indicate:
•	 That your organization is pending approval
•	 That action is required (for example, completing your profile or 

uploading documents)

Z

CHECK YOUR DASHBOARD 
REGULARLY FOR PENDING 
BUYER REQUESTS, AS TIMELY 
RESPONSES IMPROVE 
ENGAGEMENT.
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Manage Your Organization Profile4

Your organization profile explains your business to buyers and determines 
your visibility on the platform.
1.	 Click on My Organization from the Navigation Menu
2.	 Review your information
3.	 To update your information click on the Edit button on the top right of 

the screen
4.	 Here, you can update: Business description, sector, and location, contact 

details, data consent and privacy selections, GST and zero-rating status 
(where applicable), and upload documents
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Add and Manage Your Products 5

Products and services help buyers discover what you offer.

1.	 Click on All Products from the Navigation Menu
2.	 Click on the Create Product on the top right of the screen
3.	 Here, you can update: Name and description 

Category, minimum order quantity, capacity or availability, 
pricing information (if available)

4.	 Product images, including a primary images can also be 
uploaded
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Manage Your Account6

You can manage your personal account from the profile menu. 

1.	 From the bottom of the screen click on my profile to manage 
your profile

2.	 Here you can manage your contact information and password
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3.	 Click on Accovunt settings to manage notification supscriptions
4.	 Toggle each setting on or off
5.	 Click Save to update your options
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CONTACT US FOR FURTHER 
ASSISTANCE


