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0 .   A c c e s s  t o  t h e  p l a t f o r m

You has been selected as a potential supplier.
In order to access to the platform the system sends to you two different email in which you can find your credentials.

This is your
login
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0 .   A c c e s s  t o  t h e  p l a t f o r m

In the second email you can find your temporary password, which will be changed after the first login to the platform.

Temporary
password
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1 .   A c c e s s  t o  t h e  p l a t f o r m

To access to the platform clicking on the link: https://recordati.synertrade.com 

Use Login and Password sent by email

Insert your login Insert your password

Click on SIGN IN

1 2
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2 .   W e l c o m e  P a g e

This is the Welcome page of the Supplier Self Registration process.

To start the process, first of all you have to click on NEXT button to check if your
company data are in the BVD System

Here it is
possible to 
find a User 

Guide in 
different

languages
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3 .   R e s e r c h o n  t h e  B V D  D a t a b a s e

Insert your Company 
Name

Choose the country

Insert your VAT 
Number

Click on NEXT

1

2

3

4
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3 .   R e s e r c h o n  t h e  B V D  D a t a b a s e

Select your own branch
among the ones in the 

list

Click on NEXT

If you are not in the BVD system, leave all the checkboxes unselected and click on NEXT to proceed with the process

2

1
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5 .   C o m p a n y  &  C o n t a c t s

In this first step you are required to fill all the fields with your company and personal data.

*The fields underlined in RED are mandatory.

After the compilation of 
this form, to go ahead

click on NEXT

ATTENTION
• TAX CODE : Do not insert spaces and insert the 

Tax Validation Number of your country (e.g. for 
Italy the Fiscal Code, for Spain the NIF Number, 
for France SIRET Number etc.)

• VAT Number : Do not insert spaces and for the 
CEE countries do not insert the country code 
prefix (e.g. IT123456789 is not accepted, 
123456789 is accepted)
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6 .   C o m p a n y  C o n t a c t s

The second step of this process is the 
COMPANY CONTACTS.
Here it is possible to find a contact created
by the system according to the data 
inserted in the previous Tab.

To generate a new contact click on the New Contact button.

A new row appears on the table and you have to fill in all the information requested

1

2

Click here to save the inserted information
3

ATTENTION
Remember to enter the Contact Type (e.g Sales, 
Legal etc.. ) also for the contact already present. 
Otherwise you will not be able to finalize the 
registration.
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7 .   Q u e s t i o n n a i r e

In the Questionnaire Tab it is possible to find all the questionnaire that the buyer uploaded for the Supplier 
Self Registration.

Click on the 
questionnaires
to show them
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7 .   Q u e s t i o n n a i r e :  C o d e  o f  E t h i c s

Click here to download the Code of Ethics
1

Click here to accept the Code of Ethics conditions
2

To upload your answers click on Publish
3
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7 .   Q u e s t i o n n a i r e :  G e n e r a l  Q u e s t i o n n a i r e

Fill all the questions in the questionnaire

To upload your answers click on Publish
2

1
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8 .   C o m p a n y  B a n k  A c c o u n t

Here you are required to insert one or more 
company bank accounts.

Click on New to create a 
new bank account

1

In case you have more than one 
bank account, click on this

button to select the default one
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8 .   C o m p a n y  B a n k  A c c o u n t

A new row is created and you have to fill
the fields with the relative data

2

Click here to save the 
information

3

ATTENTION
Please insert the mandatory fields: 
BANK NAME and CERTIFICATION OF 
COMPANY BANK ACCOUNT ON 
LETTERHEAD 

If case you insert an IBAN, 
please pay attention to the 
correctness of the latter.
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9 .   C e r t i f i c a t e  O v e r v i e w

In this Tab you are required to 
upload your certificates

To create a new certification on the system click on New
1
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9 .   C e r t i f i c a t e  O v e r v i e w

A new row is created and has to be filled with the relative data

To upload 
documents click on 

this button.
Your document list 

will appear

If the document you need is not in 
the list, click on Advanced Upload

Select the document on your PCClick on Upload

2
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1 0 .   D o c u m e n t s

In this Tab it is possible to upload some other documents

Click on Advanced Upload
Select the document on your PC

Click on Upload

2

3

1
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1 1 .   M a n u f a c t u r i n g  S i t e s

Here there is the possibility to add
one or more manufacturing sites

To add a new one click on New

A new line is created and has to be filled

To save the information click on this button
2

1
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1 3 .   S e n d R e g i s t r a t i o n

This is the final Tab in which it is possible to send the registration

Click on ACCEPT if you want to 
send the registration data

Click on REJECT if you want to 
cancel your registration
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1 4 .   R o l e M a t r i x


