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Supplier Profile 

Introduction 

Each supplier registered in SourceDogg has a supplier profile created for them. By opening the 

supplier profile, the buyer can see the list of interactions with the given supplier, including the list of 

eRFx that the supplier was invited to, contact details, certifications, documents, etc. Every time a 

buyer requests any data from a supplier, this is automatically saved into a supplier profile and visible 

to the buyer at any stage. 

To access the supplier profile, the user needs to click on the Supplier Management button on the 

SourceDogg menu bar. 

 

 

After searching for a particular supplier, the user can open the supplier profile by clicking on the 

“View Full Profile” button. 

 



 

4 
 

Supplier Management User Guide 

w
w

w
.s

o
u

rc
ed

o
gg

.c
o

m
 

31/05/2017                                                 Copyright SourceDogg 

 

Supplier profile is opened in a separate browser window, with several tabs, each containing a 

different type of information. 

 

Overview 

Overview tab contains the basic information about supplier’s organisation as provided by the 

supplier. Below this, there is a list of tags that have been used by the buyer to categorise the 

supplier. This information can be used for fast search of the supplier. 

 

It also displays the activity rating of a supplier. SourceDogg uses a “traffic light” system, with a green 

circle meaning someone in this organisation has logged in their account in the last 14 days. In the 

case of an orange circle, there has not been any activity on the account for more than 14 days. For 

accounts with more than 6 months of inactivity, a red circle is shown. 

 

Below the activity rating, there is a list of supplier profile custom fields. These are internal fields set 

up by an admin of a buying organisation and can contain various types of information as defined by 

the buyer. There can be an unlimited number of custom fields created and they would be visible in 

each supplier’s profile. It is possible to define verification patterns for entering the data or use pre-

defined drop-down lists. This ensures the accuracy and consistency of the entered information and 

helps for future reporting on the saved information. An admin user has the option to also define the 

colour of custom fields. 
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Timeline 

In the ‘Timeline’ tab a list of contracts, requests, certificates and catalogue orders related to a 

particular supplier is displayed, along with their current status (e.g. current, responded, expired, 

etc.) The records are sorted from the newest to oldest. By clicking on the ‘Open’ button a user can 

access the records that will open in a separate window. 
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Contact 

The ‘Contact’ tab lists all the contacts that were collected from the supplier over time using the 

contact type of question in the RFP. Every time new details are collected; these get automatically 

updated or added to the supplier’s profile. 

If an address is collected, a view link is added that will open a new window and can display the 

address in Google Maps. 

 

Responses 

In this tab, the user can access the list of all responses submitted by this supplier in the past, along 

with the date, score, price and status of the response. Clicking on the View button will open the 

request and allow the user to review the response. 

 

Certifications 

Here all the certification collected using the ‘Certificate’ question in the RFP are listed. The issue and 

expiry dates for each certificate, along with the title and the verification date are shown. By clicking 

on the cog button on the right, the user can view or verify certification.  
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Suppliers are reminded on a regular basis when their certificates are expiring, and they are asked to 

update their certificates on SourceDogg. When they do this, the certificates are automatically shared 

in their supplier profile, ensuring the buyer has the most up to date certificates from all their 

supplier. 

 

 

 

Figure 1 View Certification 

Internal users of a buying organisation can verify the certificate by clicking on the verify certification 

button. 
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Documents 

The ‘Documents’ tab contains all the files that the supplier submitted as part of an eRFX in the past. 

The view includes the date the file was submitted, the name of the eRFx, document type and the 

size of the document. By clicking on the document name, the user can download it from 

SourceDogg.  
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Contracts 

The ‘Contracts’ tab lists all the contracts with the given supplier. It also displays the values entered 

for the custom fields as defined by the admin user. Up to 5 custom fields can be set up to be visible 

in this view. 

 

By clicking on the title of the contract user can access and edit the details of the contract. When 

using the cog button on the right hand of each contract, the user can select to edit, delete or 

download. They do as follows: 

Edit – opens the contract in a new browser window and the user can make changes to the contract 

Delete – this will delete the contract record from the repository. 

Download – this will download all the documents associated with the contract. All files will be 

downloaded in a single Zip file. 
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Catalogues 

This tab shows the items (products and services) that the supplier priced in the past. Buyer can use 

this information to create catalogues of items and create order or new eRFx. 

 

By selecting the “Create New”, the user can create a new order pad and add the products from the 

catalogue to it. 
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When the order pad is created by clicking on the “Add” button the products are then added to 

order. 

 

Clicking on the view button will open the order pad and allow the user to review all the items and 

quantities in the order. 

 

The order pad then can be used to generate order or to use the items in the order pad and create a 

new eRFx event. 
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Notes 

In the notes tab, the buyer can save the internal notes related to a supplier. The existing notes are 

listed in chronological order. When adding the new notes, the user is able to attach files and save or 

post the note to the list. 
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Supplier Search 

Search Tool 

When searching for a particular supplier in SourceDogg, the buyer needs to access the supplier 

management module from the black menu bar on the top of the screen. 

 

The default view of the supplier management will be displayed, giving the buyer the ability to filter 

down the search based on their requirements.  
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1. Supplier Name - to search for the supplier by name, type the part of full supplier name into 

the text box and press enter or hit the search button. The system will display all the 

matching suppliers. Please note there could be several ways how suppliers are registered, 

e.g. with Limited or Ltd., it is, therefore, better not to restrict the text search with too many 

specifications. 

2. Scope of Search - the user can select to search the full supplier directory or opt to use only 

the organisational pool, where often used suppliers can be saved. Alternatively, saved 

searches can be defined as part of the supplier selection process. Please note the access of 

each user to the scope of search is based on their user permissions and it is possible to limit 

the search to only predefined saved searches (to be described later in this document) 
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3. Tags - if the buying organisation is using tags to categorise their suppliers, this can be also 

used to search for suppliers with particular tags, e.g. category or location 

4. Custom Fields - these are customisable supplier profile fields than can be used to capture 

additional information regarding the supplier. If defined by the admin user, they can be used 

to filter down the supplier based on the values in custom fields. 

5. Country - to filter by the country, select from the list displayed, or type the country into the 

text box and select it. Multiple countries can be selected and supplier search will reflect this. 

Directory View 

When the search is run, the following is displayed: 

 

1. Supplier Name - lists the supplier’s name in the form the supplier has registered. If a star 

symbol is shown next to supplier name, this denotes the supplier has been added to the 

supplier pool.  

2. Quick Profile - this displays the basic information regarding the supplier: the overview, tags, 

and activity rating. 
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3. View Full Profile - will open the full supplier profile in a new window, as described in the 

first section of this document 

4. View Contracts - if this option is selected, the system displays all the contracts where this 

supplier is selected as participant 

5. Notes - opens profile and shows all internal notes related to this supplier 

Saved Searches 

Creating Saved Search 

Admin users of SourceDogg can now create a ‘Saved Search’ which limits the ability of the user to 

search for suppliers in both RFPs and supplier management to defined searches. To create a new 

saved search, the user needs to select settings from the top right-hand corner and then select the 

supplier pool settings option from the menu on the left. 

 

To create a new Saved Search, click on the ‘Add Saved Search’ button and fill the details in the form. 
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Name – enter the unique name of the search 

Description – provide further information about the saved search 

Supplier Pool only – selecting this option limits the search to the pre-defined pool of suppliers 

Tags – adding the tags to a search will result in returning suppliers who have been tagged with 

certain tags by your organization 

Profile Custom Fields – the user can filter down the search results by selecting the value from 

supplier profile custom fields. Multiple custom fields can be chosen.  

Country – selecting the country from the list will limit the search to suppliers from given country. 

Multiple countries can be selected. 

User Groups – adding the user groups that will have access to this saved search when searching for 

suppliers. 
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User Permissions Settings 

In the next step, the admin user can amend the user’s permission in supplier management and only 

allow selected users to search by saved search. To do this, admin user must access the user 

management screen selecting Settings > Users. After selecting an individual user, the Supplier Search 

Permission Group can be changed from “Full Search” (default value) to “Saved Search Only”.  
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This will disable the ‘All Supplier Directory’ and 

‘Supplier Pool’ only options in the supplier 

management and will default to the saved 

search. 

The saved search will also list all the filters 

defined within it. The user is, however, not able 

to change any of the settings of the search.  

The user is only able to refine the search further 

by using the supplier name field to search for a 

particular supplier within the Saved Search. 

 

 

 

 

 

 

 

 

 

 

 

 

Supplier Profile Custom Fields 

Supplier profile custom fields are fully customisable text fields that buyer can use to capture any 

additional information about the supplier, information such as VAT numbers, company registration 

number, date of incorporation and so on. Any organisation using SourceDogg can have an unlimited 

amount of these created and it can be used for further reporting on this information or creating 

subsets of suppliers depending on the information collected in the custom field. (e.g. suppliers with 

the category facility management can be filtered based on the custom field value) 
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Creating a Custom Field 

To create a custom field, the user must be an application admin. First, you need to open the 

organisational settings and then select Profile Custom Fields from the menu on the left. 

 

 

The custom fields already created are listed by their names and description entered when the 

custom field was created. The order of the custom fields can be easily changed by simply dragging & 

dropping the items within the list. By clicking on the cog on the right-hand side you can edit or 

delete the custom field. To create a new custom field, click on the “Add Custom Field” button.  
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1. Validation Pattern - here you can define the validation pattern for the data to be entered 

into a custom field. Any data entered must fulfil the predefined condition, otherwise, it will 

not be saved. There are a handful of examples available, however, if you have a specific 

requirement regarding the validation pattern please contact SourceDogg customer service 

department here. 

2. Validation Help Text - this is a mandatory requirement when validation pattern is used. It 

helps suppliers to understand the format of information that they should enter. 

3. Background Colour - using the colour picker you can select the colour for the custom field, 

which can be particularly useful if you want to separate the information of the similar 

nature, e.g. financial information. The application also accepts entering the colour code in 

hexadecimal format. 

mailto:customerservice@sourcedogg.com?subject=Validation%20pattern%20requirement
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4. Dropdown Custom Lists - instead of a supplier entering the data into the text field, you can 

create a drop-down list with the values you would like to use. The supplier then selects one 

of these and does not need to enter anything. This improves the accuracy and validity of the 

data, also helping to reduce miskeying the information and keep the data in perfect order 

5. Allow Paragraph of Text - custom field will allow entering larger amount of text - with the 

limit of 2000 characters 

6. Permissions – The “Custom field can be edited manually” option determines whether 

information can be edited by SourceDogg users. If internal required, you can limit the ability 

to edit custom fields to to all Admin users or specify individual users who will have the ability 

to edit. The “Custom Field can be can be automatically updated based upon” option allows  

custom fields to be updated based on “Supplier Answers” to question in RFx. Alternatively 

the custom field can be set to update based on the “Supplier Approval Status”. This is the 

‘Approved’, ‘Approved with Exception’, or ‘Rejected’ status bestowed during the Supplier 

Approval process in a Suppler Onboard request. 

7. Triggers - it is possible to set up triggers based on the values that are entered into the 

custom field and the consequent action that occurs if defined value is entered.  

 
The example above can be used in the process of continuous supplier performance 

evaluation and if a score of a supplier drops below designated point, the supplier will no 

longer be invited to any pending RFx events and will be removed from the supplier pool. 
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Supplier Pool 

The supplier pool in SourceDogg can be used to select and save the most frequently used suppliers 

and thus save time when inviting the suppliers to RFx events. Also, based on organisational policy, 

and combined with other SourceDogg features, it can be used to save the approved suppliers that 

the procurement team will be able to invite to any event published. Saved searches or user 

permissions can also be created to limit the users to only using the suppliers in the pool.  

Adding/removing the supplier from the pool 

To add a supplier to a Pool, search for a particular supplier by name or tag and then click on Add to 

Pool button (the permissions for this action are configurable in admin settings) 

 

To remove the supplier, you need to click on the ‘In Pool’ button, this changes to “Remove” as you 

move the cursor over the button. 

 

Once the supplier is added to the Pool, a little yellow star is added to the name of the supplier to 

denote this change in status. To add multiple suppliers to the pool at once, select the checkbox next 

to its name and then select the action button and pick add selected suppliers to supplier pool. 
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Accessing the Supplier Pool 

To access the supplier pool, you must open the Supplier Management screen from the main menu 

and select “Supplier Pool only” option from the scope of search. It is also possible to access the 

supplier management when inviting a supplier in the RFx event. 

 

By selecting the supplier pool only option in the RFx, this shortlists all suppliers added previously to 

the pool and by clicking on the add button the supplier is invited to the RFx.  
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