
 

1 
 

 
 

Supplier approval form 
 
When a form has been submitted you will receive an email. 
 

 
 
Select Dashboard and then filter by ‘Supplier form’. 
 

 

 
 

Please select   to open and view the form. 
 
Once you have opened the form you will be able to view the supplier details 
by clicking on the ‘(Reference number) – Supplier form’. 
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By clicking on each tab (‘Contact details’, ‘Supplier details’ and ‘What 
happens next’) you will be able to view the full details. 
 

 
 
After reading the details you then need to make a decision on this supplier. 
 
This will decide whether the process continues. 

 
 
Approve supplier – When submitted this will go to the next stage of the 
approval process. 
 
Do not approve – This will close the whole process and will not be approved. 
 
Once you have made a decision you will need to complete the following 
sections and then submit the form. 
 

 
 
 


