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Purpose of this document 

This document serves as a guide to illustrate the steps to follow for Vendor Management 

 
 
Within this document we shall illustrate about: 
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Process: Vendor Onboarding (Creation of Vendor via Vendor Café) 

Step 1: To sign up for Vendor Café 
 
Check the Email invite sent by the Procurement specialist to sign up for Vendor Café. 
 
Path: Received Email from Vendor Café > Click on Activate your account 
 

 
 
Sign up screen appears. Complete the screen. 
 



   
 

 
 
Step 2: Click Sign up and update the Vendor information. 
 
 

 
 
Path: Remit to Address, Tax ID, then click on save and next 
 



   
 
Note – The fields marked in Purple are mandatory. 
 

 
 
Step 3: Update Vendor Other information 
 
Role: Vendor 
Path: Vendor Café > Other Information 
 

Trade license Name  
Trade license Number  



   
 

Trade license issued on Select a date from the calendar 
Trade License Expiry Select a date from the calendar 
Supplier Type  From the drop-down list 
Commodities/Services Offered Information about commodities or services 

provided by Vendor 
In country Vendor Select Yes/No 
Certificate Number If vendor is In Country Vendor, provide the 

certificate number 
Certifying Agency Agency providing certificate for In-country Vendor 
Expiration Date Select a date from the calendar  

 

 
 
 
Step 4: Add Vendor Contacts 
 
If you want to add new Contact 
 
Path: Click Add Contacts > Click next after addition 
 

 
 
 



   
 

 
 
Select this check box to make the contact a Vendor Café user. 

 
 
Complete the screen and save. 
 
 
Step 5: EFT Details 
 
Path: EFT Setup 

 



   
 
 
Step 6: Confirm Vendor Agreement 
 
Path: Select “I Agree” > Click Save 
 

 
 
Step 7: Upload Mandatory Attachments 
 
Path: Choose file > Select Attachment type> Insert Description > Click save 
 
Mandatory Attachments: Bank Details on letter Head, POA Bank Document, VAT Certificate and Bank 
details letter. 
  

 
 
Step 8: Review and Submit 

 



   
 

 
 
Now, Procurement Manager will review and approve the data. 
 
 

Vendor Café Dashboard 

From the Vendor Café dashboard, you can view your messages, invoices, open Purchase Orders, work 
orders records. The dashboard displays message counts at the top, so that you can easily review them. It 
also displays invoices, Purchase Orders, work orders. 

 

Path: Click on Overview 

 

 

 

Search for specific items - If you want to search and filter for specific items, you can select the specific 
item type from the menu. For example, if you want to find a specific invoice, select Invoices from the 
menu. Similarly, you can view Pos, contacts, service contracts, WOs, ledger etc. by clicking on separate 
tabs. 

 



   
 

Process: Purchase Orders Review via Vendor Cafe 

Review Approved PO 
 
Role: Vendor 
Path: Vendor Café > Purchase orders > Review Approved (Received and Unreceived POs). 
 

 
 

Process: Create PO Invoices via Vendor Café 

Step 1: Create PO Invoice 

Path: Vendor Café > Create / Upload Invoice > upload invoice > insert invoice no > Insert invoice description> 
Invoice total > Click load PO to insert PO received lines > Click save > Submit. 
 

 



   
 

 
 

 
 

 
 
After you submitted the invoice, the procurement team will allocate invoice to the correct Department 
Approver. 
 

Process: Create Ad-hoc Invoices via Vendor Café 

Step 1: Create Ad-hoc Invoice. 
 
Path: Vendor Café > Create / Upload Invoice > upload invoice > insert invoice no > Insert invoice description> 
Invoice total > Insert invoice lines details 
 
Fill out all the mandatory information in Purple. No PO will be associated with this. 



   
 

 
 
After you submitted the invoice, the procurement team will allocate invoice to the correct Department 
Approver. 
 

Service Contracts 

The details of service contracts can be reviewed as mentioned below. 

 

 

Process: Create Work Order 

The vendor can create a Work Order from the portal itself and can also review the same.  

Path: Create Work Order – Fill out all the mandatory information and save. 

 

The work orders created can be reviewed as below – 



   
 
 

 
 
Now, the facilities team will be able to see the created WOs on their dashboards and perform the necessary 
actions. 
 

 

Vendor Ledger 

A vendor ledger is a detailed record that tracks all financial transactions between a company and its 
vendors, including purchases, payments, credits, and outstanding balances. It can be reviewed as 
mentioned below.  

 

Path: Vendor Ledger 

 

 
 


