Supplier Organisation - Supplier View
Suppliers who are on sites using our Sourcing/Procurement/DirectP2P modules will be able to see and update key information about their company. Some of this information will become crucial for validation if your site is switched on for Supplier Self-Service Registration.


These suppliers will be able find this page via Participate > Company Details.


The process:
Important ⚠ 
For any information you do not have please leave the fields blank, please do NOT input terms such as N/A or Not applicable, as this could assign you or others to the wrong organisation. These fields are used to match user account requests to existing organisations, so must only hold valid and true information.

Main Details
· Organisation Name / Trading Name
· This can only be edited by Key Users. For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system.
· Address 1
· Address 2
· Address 3
· City
· State/County
· Zip/Postcode
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system. 
· Country
· Telephone
· Fax
· Company Website
· Organisation-wide correspondence email (if applicable)


Sourcing Details
· Name - If registered, give registered name
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system. 
· Registered Address (if applicable)
· Registered Website (if applicable)
· Date of Registration (if applicable)
· Leave blank if not applicable
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system. 
· Relevant classifications
· Construction Line Reg No
· Is Small, medium or Micro Enterprise (SME)?
· Are you a sole-trader? (Self-employed or freelancer)
· Are you registered for the Construction Industry Scheme (CIS)
· If you tick this you will be asked to provide
· Unique Taxpayer Reference
· Companies House and number in the Identification Register
· If you have selected that you are a sole trader, you will be asked to provide National Insurance Number in the Identification Register

CDP Share Codes
· This is where your CDP Share Codes will be stored after providing it within a Tender Response. 

A Share Code is required under the Procurement Act 2023 and is generated via Find a Tender (Central Digital Platform - CDP). 


To obtain a share code, suppliers must:
1. Register or log into Find a Tender (CDP).
2. Complete the Supplier Information section on Find a Tender (CDP).
3. Generate a share code on Find a Tender (CDP).
4. When responding to a Tender on Panacea, you can then provide that share code.

You will only be able to provide your Share Code when applying for a Tender. You will be asked to provide this directly in a Tender Questionnaire response.


Identification Registers
· UK VAT Registered - Validate your organisation's VAT details
· You will be asked if your organisation is UK Vat Registered and whether it belongs to a group.
· If you have indicated that your UK VAT Number is part of a group, you will need to provide one other unique identifier.
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system.

· PPON (Public Procurement Organisation Number) - obtained from CDP (Central Digital Platform) if applicable
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system.
· If you do not have a PPON please leave this field blank.
· You MUST provide a relevant Identification Register option
· This includes Companies House, National Insurance Number, UTR (Unique Tax Reference) among other options
· If providing a UTR (Unique Tax Reference) this must be 10 characters
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system. The software will not be able to use the Other option when validating new supplier accounts.


If you are tendering on the portal, Suppliers must be registered on CDP as part of the PA23 Act for all contracts (including Below Threshold - this was established on 1st April 2026). Once registered on CDP, you will need to provide identifier details (e.g. Companies House) to your record - if you don't have a suitable identifier, then a PPON will be created by CDP. This is your organisation identifier. 

This information is mandatory in any relevant notices published by contracting authorities. We strongly urge you to add these details here so that relevant notices can be published by contracting authorities.


· Registered VAT Number - 9 characters 
· If you do not have a VAT Number please leave this field blank
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system. 
· D-U-N-S Number - 9 characters
· If you do not have DUNS Number please leave this field blank
· For sites that have the Supplier Self-Service functionality enabled, this will be used to help identify your colleagues adding accounts onto the system.



Bank Details*
*For sites that ask suppliers to provide Bank Details/ Factoring Company. If this is not visible, your site does not require this information.
Provide either:

· Bank Details Information - you must provide at least Bank Name, Bank Account Name, Bank Account Number (8 digits) and Sort Code (6 digits) 
· Click Save to start filling in and come back to later/ if your status is not LIVE on a requirement you can just Save 
· Click Submit > This will then go to the nominated users at the authority to review and either accept/reject the your submitted
· You will receive a notification if your details are accepted or rejected
· The History tab will show these outcomes (and the submitted data connected with the outcome)
· Use of Factoring Company
· Pick the relevant Factoring Company
· Provide Unique Supplier Reference that authorises the use of this Factoring Company
· Click Save to start filling in and come back to later/ if not LIVE on a requirement the supplier can just Save 
· Click Submit > This will then go to the nominated users at the authority to review and either accept/reject your submitted bank details
· You will receive a notification if your details are accepted or rejected
· The History tab will show these outcomes (and the submitted data connected with the outcome)


Contacts
Information in the Contacts section has been streamlined to include only relevant information to the supplier. The fields that are included in the Contact Settings are as follows:
· Supplier Primary Contact
· PQQ Supplier Contact
· Finance Contact

