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1 Portal registration 

1.1 Spontaneous application for suppliers 

If you are looking to supply products or services to SRG, start by going to the SRG SSR 

website "http://www.srgssr.ch", then to "Who we are" and then to Procurement. 

 

Continue to the SRG supplier portal 
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1.2 Registration on the platform 

First you will be asked whether you already have an account, if not, select your preferred 

language for registration. 

 

Please enter the contact details of your company's main contact person, fill in all mandatory 

fields* and define a login name. Then continue with Continue to the next step. 
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Please fill in all mandatory fields in the company data. Errors or fields that have not been 

filled in will be displayed in red; if they have been successfully corrected, click on "Continue" 

to continue. 
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After confirming the registration 
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After confirmation, continue analogous to point 1.3 with the e-mail request for the password 

change and the registration under point 1.4 Complete registration on the platform (the 

information entered is already pre-filled) 

1.3 Registration on the platform at the request of SRG 

Entry or registration on the platform is generally triggered by SRG and takes place with the 

sending of an automated e-mail requesting suppliers to start the registration process. 

Important: the e-mail mentions that your e-mail address is also your username. 

 

At the same time, an e-mail is sent to reset the password for the supplier account. Start by 

clicking on the "Change supplier password" link 
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By clicking on the link you will be prompted to generate a new password. 

 

If the password has been set successfully, a corresponding message is displayed. Click on 

"Continue" to log in 
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Enter your user name (e-mail address) and click on "Next" 

 

Enter your password and click on "Login" 

 

For the one-time code for verification, select a variant, "Send to the registered e-mail address" 

and click on "Login", alternatively via mobile authentication. 

 

Take the one-time password from the e-mail and enter it in the "One-time password (OPT)" 

mask and click on "Submit". 



 

10 

 

 

 

1.4 Registration on the platform 

Once you have successfully entered the SRG supplier portal, you can start the registration 

process. 

 

Step 1 - Checking the company data 

Enter or complete company data and continue with "Continue" at the top right of the 

registration process 

 

With D&B Lookup, the information can be checked using the DUNS number. 
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DUNS: If you do not know your DUNS number, you can search for it directly by clicking on D-

U-N-S*. Follow the link to the D&B website to query your own number. If no number is 

available, you can create one directly. 
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Please enter or check the contact details of your company's main contact person. Please fill 

in all mandatory fields*, then continue to the next step. 

 

Step 2 - check and complete the contacts, then continue with Continue 

 

It is recommended that you enter additional contacts (contact persons). To do this, click on 

"Add new contact person" and an input screen for entering additional employees will appear. 

Important: fill in all mandatory fields, activate portal access with the slider and set authorization 

for Supplier Pure with a tick; then confirm with save. 
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The persons now appear in the list, then continue with Continue 

 

The newly registered person will now receive their own access data by e-mail, as described in 

point 1.3 Registration on the platform. Additional persons can be added at any time and 

registered persons can be deleted or changed again. 

In step 3, the product groups that the supplier can serve can be selected by activating the 

checkbox on the left-hand side under "Product group overview" (in yellow). The selected 

product groups are displayed on the right-hand side under "Selected product groups". 

Attention: please select only effectively operable product groups.
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You can search for categories using the free text field, but the easiest way to find them is to 

click on “Expand All”. This will bring up the full list of categories. 

 

You must select the main category under “Selected Primary Category” using the drop-down 

menu in the top field of the form (marked Select Main Category). The category you select in 

this field automatically determines which SRG buyer will be responsible for checking and 

approving your enquiry/registration. Once you have done that, click on “Save”. 
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The supplier's individual profile is now created in step 4. The mandatory fields (*) must be 

completed for all folders. The progress of the mandatory fields to be maintained is displayed 

in the yellow bar. 

 

General section - Questions about the company 

Notes: 

­ Acceptance of the behavior code for suppliers is a prerequisite; SRG only considers 

suppliers who have made progress in the mandatory fields to be maintained. 

­ Turnover development, if you do not wish to disclose the turnover of the last three years, 

please select at least the share of this with SRG (in %). 

­ The more precise and detailed the information provided, the easier and better the SRG's 

assessment of the minimum requirements will generally be. 
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General section - Sustainability 

Notes: 

­ This category may change over time to reflect regulatory requirements or internal SRG 

policy. 

 

General section - Payment information 

Please fill in your financial details. This information will allow us to enter you in the creditor 

tree in SAP MM later on, and to initiate orders using that system. 

 

Certificates section 

Please use this section to list the certifications that you have been awarded. Remember to 

upload copies of the relevant certificates. It is very important to ensure the expiry dates of any 

certifications are entered into the system. Doing so will ensure you receive a reminder of any 

certifications that are about to expire, allowing you to renew them on time and/or upload new 

certificates to the system. 

Note: 

­ The “Industriestandards/Ihr Standard / Industry Standards/Your Standard” option allows 

you to upload important certification that is specific to your industry. 
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Category specific” section 

This section will only appear if you select a goods category in step 3 for which SRG requires 

additional information before you can be registered as a supplier. 

 

Once all the mandatory fields have been filled in, the bar will show in green. All you have to 

do now is to click on “Send to SRG” so we can assess the information you have provided. 

 

Once you have submitted your details, the status of your registration will show on the 

dashboard (in the blue bar). Once you have sent your details to SRG, you have completed the 

registration process. You can edit and update your data at any time. 
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After processing and assessment by Purchasing, which can take some time, the supplier 

receives a system-generated e-mail confirmation from SRG.  

From this point onwards, the supplier can receive requests for quotations via the supplier portal 

if the corresponding product groups are approved. 

The supplier can update, supplement and expand its data at any time 
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2 Bidding process - "PURE" 

2.1 Bidding process - Invitation to tender 

When a supplier is invited to bid on a new tender, they will be sent an email asking them to 

log in to the platform. 

The email will not show your username and password, as these will match the username and 

password you chose when you registered. 

 

Once you have logged on to the platform, you will find full details of the tender on the 

dashboard. Alternatively, you can click on the relevant icon in the menu.

 

2.2 Bidding process - Step 1 Confirmation of documents 

When you open the tender on the platform, you will see a list of the steps you need to take to 

submit your bid. The first thing you will see is a list of the documents you need to view in 

connection with the tender. You will have to open some of these documents and confirm that 

you have done so. If a supplier fails to comply with these instructions (for any reason 

whatsoever), they will not be given access to the tender proper on the system, and will 

therefore be unable to submit a bid. 
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Open and confirm the documents as required, then click on “Agree to Documents” to go to 

the next step. 

2.3 Bidding process - Step 2 General framework conditions 

Next, the supplier will see SRG’s Framework Terms and Conditions. Some of the details on 

this screen can be edited (for example, the currency to be used when submitting the bid). You 

can also add any notes at this stage of the process using the free text box. 
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2.4 Bidding process - Step 3 Questionnaires 

The second part of this section shows the specific questions suppliers need to answer as part 

of their bids. The questions asked vary according to the nature of each individual tender. Some 

of them may include mandatory fields (marked with an *). These mandatory fields must be 

filled in and/or confirmed in order to proceed to the next stage of the bidding process. 



 

22 

 

 

 

For some tenders, suppliers may be sent a separate questionnaire, which they should fill in as 

directed and upload back into the system. You can also upload an original bid or quotation by 

clicking on the relevant section of the form. 

 

You can return to this page at any time and make changes as required. Once you have 

completed this section, click on “Next”. 
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2.5 Bidding process - Step 4 Submission of prices 

This screen lists the individual lots for which you can (or must) submit a bid, as set for each 

individual lot.

 

From the menu on the right of the screen you can choose from the following options: 

­ Open lot and submit price 

­ Reject lot (if you select this option, a box will appear in which you can state your reasons) 

­ Enter details for an alternative lot 

 

Open the tender and enter a price per price unit for the requested quantity. The total price of 

the lot will appear in the box on the right. 

 

To enter details for an alternative lot, click on the + and fill in the relevant details as you would 

for a required lot 
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Once you have saved your entries on the system, you will see a summary listing all the lots 

and the total price. Once you have checked these details, you can submit your bid to SRG by 

clicking “Send”. 

 

Another box will then appear, which you can use to submit a bid number and a reference for 

your bid. 

 

The system will confirm that your bid has been submitted successfully.
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2.6 Bidding process - submit questions / answers 

You can click on the “Message” button from any step of the bidding process to see the news 

platform. You can use the news platform to submit queries to SRG regarding the tender. When 

questions have been answered, the answers will be shown under this tab, and you will receive 

a notification by email. 

 

 

The tender documents will usually specify the deadline (time and date) by which any questions 

regarding the substance of the tender must be submitted. All the questions will then be 

collated, and the answers will be made available to all the bidders. 

2.7 Bidding process - acceptance / rejection 

You will be notified by email whether you have been awarded the contract or whether your bid 

has been unsuccessful. The email will show the individual lots in respect of which your bid has 

been accepted or rejected. Once a bid has been awarded by the system, the procurement 

department will follow-up with full details, as well as a formal order and/or contract as 

appropriate. 
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3 Bidding process - "sourcing+" 

3.1 Bidding process - Invitation  

The invitation for a new tender is sent by e-mail with the request to log in directly via the link 

in the portal. Alternatively, you can also log in directly to the portal and access the invitation to 

tender. 

The user name (e-mail address) and password correspond to the access data you selected 

during registration. 

 

When accessing the portal directly, you can access the RFQs by switching to "sourcing+ " 

under Requests. 

3.2 Bidding process - Step 1 Confirmation of documents 

When the tender is opened, the steps for submitting a tender are displayed. First of all, the 

documents are displayed which must be viewed in connection with the invitation to tender and 

in some cases also opened and confirmed. If these requests are not complied with (for 

whatever reason), the supplier cannot view the actual invitation to tender and therefore cannot 

submit a bid. 
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Alternatively, several documents in a zip file can also be queried; these must also be opened 

and confirmed. 

 

Open documents and confirm where necessary, then continue with agree. 
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3.3 Bidding process - Step 2 General framework conditions 

In the next step, the supplier sees the general conditions of the SRG in the RFQ details under 

"General" and under "Purchasing systems". Participation in the RFQ can also be rejected. 

 

The general conditions also include the time frame for answering purchasing questions. 

 

Questions / answers can be created and received under "Messages". 

 

Note 

As a rule, it is defined up to what point (date/time) questions regarding the content of the tender 

can be submitted. These are then consolidated. The answers are made available to all bidders. 

The answers are also displayed under this tab (with notification by e-mail). 

3.4 Bidding process - Step 3 Questionnaire Technical answers 

Starting the offer process under "Enter response" 

 
The first part lists the defined questions for the suppliers, open the questions by clicking on 

"Technical answer". When answering possible questions (different for each tender), there are 

some mandatory questions (*) which must be answered or confirmed in order to progress in 

the tendering process 
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Once all questions have been completed, the entry can be checked for completeness with 

"Check answer" (example, all mandatory questions completed) and then "Save and return" 

takes you back to the start of the entry page. Intermediate saving is possible at any time. 

 

3.5 Bidding process - Step 4 Submission of prices - Commercial response 

This step lists the items for which a quotation must or can be submitted (defined per item). 

Open by clicking on "Commercial response". 

 

Once all the price details have been filled in, the entry can be checked with "Update" and the 

price calculation is displayed. Then click on "Save and return" to return to the start of the input 

page. Intermediate saving is possible at any time. 

 

3.6 Bidding process - Step 5 Submit offer 

After "Save and back", an overview appears with an information parameter showing the status 

of the questions to be answered and the price items entered, including the total. After checking, 

the offer can be sent by clicking on "Send answers to SRG". Corrections can be made at any 

time during the bidding period and the bid can be resubmitted. 
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The successful transmission is displayed and also confirmed by e-mail. 

 

 

3.7 Bidding process - acceptance / rejection 

The acceptance and rejection of an offer takes place via an e-mail notification or alternatively 

via personal contact (telephone, e-mail). Purchasing will then confirm the system award in 

detail with a binding order or contract. 

4 Reporting 

4.1 Reporting 

The supplier can view the reporting of its current and completed tenders at any time under the 

requests, and all details can also be viewed again (for both the PURE and sourcing+ modules). 
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5 Support 

5.1 Content-related questions 

If you have any questions about the content of the tender, you can contact the relevant 

purchaser at any time using the Messages function (analogous to 3.3). 

5.2 Personal settings 

Personal settings can be made at any time using the function. 

 

Generic instructions are also available via Jagga Help. 

 

A quick guide is also available under the link "Guide for suppliers". 
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5.3 Technical questions 

If you have a technical question about the portal, please contact our portal operator 

JAGGAER, available on weekdays at the following support hotline numbers: 

Europe: +43-1-80 410 50 (9:00 - 17:00 CET) / America: +1-248-434 1268 (9:00 - 17:00 EST) 

Asia: +65-656 280 60 (9:00 - 17:00 SGT) 

Alternatively via the web form to the global JAGGAER customer service: 

https://www.jaggaer.com/submit-supplier-support-request/ 

https://www.jaggaer.com/submit-supplier-support-request/

