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I. Registration 
Process 
1) Supplier 
Registration 



1 Access the platform with the credentials 
you have just received via e-mail 
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2 

You will be required to enter a new 
password to your account. Once done 
click on “Submit” to finish the process. 
You must now wait for the Acerinox 
team  to  approve  your  registration 
request. 
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II. Information 

1) Information 
Update Request 
by ACERINOX 



1 

In case Acerinox requires us to modify the 
information submitted in the registration 
forms,  we  will  receive  an  e-mail 
requesting such revision. 

Select the link to access the form directly. 

Another access option is to follow the 
steps detailed below 
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II. Information 
1 – Information Update Request by ACERINOX 



1 1 A message will appear on the screen 
informing us about the review of the 
forms. Select "Accept" to continue 

II. Information 
1 – Information Update Request by ACERINOX 

The system will then redirect us to Acerinox’s platform: 



1 

1 

Next, we will see a list of the forms 
subject  to  revision,  as  well  as  their 
completion status, expiration date, last 
modification date, etc... 
Select the form name (in blue) to access 
the questions. 

Once inside, click on the pencil icon to 
modify/add the necessary answers. 

Once we have finished, select "Return 
Forms  to  Buyer"  to  send  the  new 
answers back to the Acerinox manager 

Confirm the action in the drop-down with 
the "Accept" button to finish 

2 

2 

3 

4 

2 

3 

4 

II. Information 
1 – Information Update Request by ACERINOX 
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II. Information 

2) Profile 
Information Update 



1 
1 

From the start menu select Organization 
Profile  (within  the  My  Organization 
menu) > Registration Data 

II. Information 
2 – Profile Information Update 

In this step we will see how to update our Profile Infomation: 
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We  will  access  the  tab  with  the 
registration data of our company that we 
have previously filled in. 

From this page we can also access the 
Profile Data, Company Status, Parameter 
and Change History. 

In case we want to edit the information 
of our company, we select the pencil icon 
which will enable us the option to modify 
the visible fields. 

Note: Not all fields are editable, in case 
of error when filling in the fiscal code, 
please contact your Acerinox manager 
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II. Information 
2 – Profile Information Update 

Once inside the Registration Data main page: 



1 
1 

We will see the different forms we have 
respond during the registration as well as 
their completion status 

If we select the form (in blue) we will 
access to its details however it is not 
possible to modify any answer from this 
page, you will need to Access the Editable 
Assessments area 2 
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II. Information 
2 – Profile Information Update 

If we click on Profile Data: 



1 

2 

Select  Assessments  (within  the  My 
Organization   menu)   >   Editable 
Assessments 

You will see the all the editable forms 
available. Select the form name (in blue) 
to access to its details 

Once inside the form, select the pencil 
icon to modify your answers (if needed) 
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II. Information 
2 – Profile Information Update 
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II. Information 

3) User Management 



2 
1 

From this page we will be able to see all 
the users that we have assigned to our 
organization. We can access their details 
by selecting the last name in blue 

To register a new user, select "Create" 
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II. Information 
3 – User Management 

The system will redirect us to the Users screen 



1 

1 

From the start menu select Manage Users 
(within the User Management menu) > 
Users 

II. Information 
3 – User Management 

In this step we will see how to manage the users of our company: 
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Next we will have to enter the user 
information such as Name, Last name, 
Email etc... 

We will also be able to assign a role to 
this user (we will see how to configure 
roles in the next tab). 

Once the information has been entered, 
select  "Save"  and  the  user  will  be 
enabled. 
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II. Information 
3 – User Management 



1 

1 

We can select "Create" to create different 
profiles that we can assign to users. 
These  profiles  allow  you  to  set  the 
visibility and access rights that users will 
have. 

II. Information 
3 – User Management 

If we access the User Profiles tab: 



1 

1 

From this tab we introduce the name that 
we are going to give to this Role and we 
select if it is going to be shared or not by 
several users. We continue defining the 
rights of this Role 

Finish by selecting "Save" to create the 
user profile. 

2 

2 

II. Information 
3 – User Management 



36 

II. Information 

4) Categories 



1 1 select My From the start menu 
Organization > My Categories 

II. Information 
4 – Categories 

In this step we will see how to manage the categories of our company: 



1 

1 

You will see a list of all the categories 
selected during the registration process 

If you want to add more categories, select 
“Add Category” 

You will be redirected to the Category 
Tree. Select the Categories you want to 
add and Confirm the action 

2 
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II. Information 
4 – Categories 

Once you access to the My Categories page: 



2 

1 

The new Categories selected will now 
appear in this page 

If you want to remove a Category, select 
its name in blue 

A new page will appear showing the 
additional form linked to the category (if 
applicable). 
In order to remove the category, select 
the  ellipsis  >  Remove  category  and 
confirm the action 
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II. Information 
4 – Categories 

You will be redirected back to the My Categories page: 
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