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1.  Create an Account. 
 

1.1. Landing page 
1.1.1. Click Create An Account. 
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1.2. Enter the following: 

1.2.1. Supplier Number (CSD MAAA Number) 
 

 
 

 

 
1.2.2. Get Unique Registration Reference Number (from your CSD account) 

1.2.2.1. Obtaining the CSD Unique Registration Reference Number 
 
 

 
 
 
 
 
 

 
 
 

a) VISIT https://secure.csd.gov.za/ and log in using CSD credentials 

b) Accept and acknowledge all the Terms and Conditions 

c) Click on Supplier Details on the top black banner 
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1.2.3. EMAIL AUTHETICATOR 

1.2.3.1. Enter Email address 
 

 
 

 

 

1.2.3.2. Received the unique code on emailbox 
 

 
 

 

 

 

 

 



DBSA SCM Portal – How to Guide 
 

4 | P a g e  
 

 

 

 

1.2.3.3. Enter the code from email and verify. 

 

 

 

 
1.2.4. CELLPHONE AUTHETICATOR 

1.2.4.1. Enter Cellphone number without “0” E.g +27 68 6535 #### 
1.2.4.2. Suppliers will be prompted to add their phone number to receive another code via 

SMS. 
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1.2.4.3. Once they receive their SMS, they must enter their code and verify.   
 

 
 

1.2.4.4. Received the unique code on cellphone 
 

 

 
 

1.2.4.5. After they have entered their code and verified, continue with step 1.3 
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1.2.5. SIGN IN -This is the additional step when suppliers click on SIGN IN. After they have entered 
their code received via email, they will be taken to the below screen to verify their identity. The 
code will be SMS’d to the cellphone number used when they created their account.  
 

1.2.6. Agree to the Terms & Conditions and review the guided tutorial. 
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1.2.7.     Welcome screen “Pop- Out” Read and Click “Continue” 
 

 

 
1.2.8. Follow the prompt by clicking next for “System Overview” 1 to 12 

 

 
 

NB: Input Field Validations: 

• Symbols including but not limited to quotations, apostrophes, ampersands are not allowed 

to be captured in any field on the SupplyFlow system 

• Cellphone, Telephone numbers must be 10 digits in length devoid of spaces, brackets, or 

dashes 

• Email addresses must be in the following format: Name@Domain.ext 
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• South African Identity Numbers are verified to ensure that they are in fact, valid ID numbers. 

• Postal codes must be made of numbers only 

 
 

2. Portal Functionality Overview 
 

 
 
 
 

Section Action Required 

Dashboard Overview of vendor profile including CSD Status, BEE Status, and 

communication preferences. 

Commodity Status Summary of registered commodities and accreditation. 

Document Status Overview of submitted vendor documents. 

Acquisitions View current and available acquisitions you’re engaging with. 
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3. Finding an Acquisition 

 

 

3.1. Click on the ACQUISITIONS icon in the main menu. 

3.2. Select the acquisition type you’re looking for 

3.3. Use the search function to locate a specific acquisition for: 
 

 
 

• Invited Acquisitions → Select Current Acquisitions. 

• Followed or Other Acquisitions → Select My Acquisitions or Current Acquisitions. 
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4. Understanding Acquisition Details 
 

4.1. Depending on the acquisition, the following tabs may be available: 

Tab Purpose 
 

Eligibility Criteria Minimum requirements to qualify for evaluation. 

Functionality Criteria Technical and operational evaluation metrics. 

Clarification Questions Platform to raise or review clarification questions. 
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5. Available Acquisition Actions 
 

5.1. Depending on the acquisition, the following actions may be available from the action bar: 

 

 

Action Description 

Request Bid Document Download official bid documents. 

Register for Briefing Session Sign up to attend an acquisition briefing. 

Submit/Download Clarification Questions 

Validity Extension 

Ask or download responses to clarification questions. 

Respond to a request to extend the validity of your 

submission. 
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6. Creating a Response 

 Step 1: Start Your Response 

 
 

• Find the relevant acquisition. 

• Click CREATE RESPONSE in the action bar. 
 

 

 

• Review and accept the Terms and Conditions for electronic submission. 
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Step 2: Complete the Required Sections 
 

 
 

Section Action Required 

BBBEE Information Upload your BBBEE certificate and related documents. 

Declaration Capture any Declarations of Interest. 

CSD Status Review your CSD status as interpreted by the contracting authority. 

Preference Points Add any preference points not covered under BBBEE. 

Pricing Enter your commercial and pricing details. 

Documentation Upload all required supporting documents. 

Step 3: Check the status before submission 
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Step 4: Review and Submit 

 
• Once all information is completed, click REVIEW. 

• When satisfied, click AGREE to submit your response. 

Note: Once submitted, your response cannot be edited. 

 

 

 

 



DBSA SCM Portal – How to Guide 
 

15 | P a g e  
 

Step 5: Final page  

 
 

 


