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Overview
Sistema de Gestão de Fornecedores - General Overview

Invitation Registration Info
Gathering

Information
filling

Information
Submit

Validation & 
Release

Monitoring

• Supplier
receives an 
automatic 
email invitation 
to join SGF

• Email received by
a Suppliers
contains a Link to
SGF platform
registration page

• Basic information
of the Company
will be required
as part of
Registration

(SGF sends an 
invitation)

(Supplier registers in
the SGF)

(SGF gathers some 
information of 

Supplier)
(Supplier Access to 

information request)
(Supplier submit 

information)

(Validation and 
corrections

processes between 
SGF and Supplier)

(Continuous 
information updating 

and explirations 
monitoring)

• SGF gathers
some information 
(mainly General 
and Financial 
Information)

• Once this process 
is finished, an 
automatic email 
is sent to Supplier
to log-in SGF 
Platform

• Supplier access
SGF Platform

• Supplier reviews
and corrects (if 
needed) 
information 
gathered

• Supplier fills 
remaining 
information 
(documentation
)  gaps

• Provided 100% of 
required 
information is 
filled, Supplier is 
enabled to Submit 
information

• Information Gap-
tracking is 
showed 
continuosly during 
information filling

• Information 
validation is
made by SGF

• Provided some 
misleading info is 
found, an 
automatic email is 
sent to Supplier

• Supplier will
review misleading 
info, highlighted 
in the SGF
Platform

• Supplier will log-in 
SGF Platform to 
keep information 
updated

• SGF will track 
potential 
information / 
documentation 
expiration and
will sent an 
automatic email
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Register
Step by Step Registration – Invitation and registration

To register in the SGF Platform, the supplier must create an
account (User and password) and fill in the information required

The User registration can be through:

• Invitation: The user will receive an email with the invitation sent by the Buyer. This email
contains a link to the platform. This link just can be used one time, after the first time the link
that the user must use it’s https://portal.mygosupply.com with the user and password created.

The Questionnaire collects the questions / information's necessaries to feed the platform. The
information/documentation it’s connected to the country of origin of the provider

https://portal.mygosupply.com/


Register
Step by Step Registration – Create your company from the buyer’s website

To register in the SGF Platform, the supplier must create an
account (User and password) and fill in the information required

Customer invitation with link to access
Verify your account and confirm your password



Register
Step by Step Registration – Select the company for which you will fill in the questionnaire

To register in the SGF Platform, the supplier must create an
account (User and password) and fill in the information required

Access to the questionnaire

Your user could have more than one 
subscription – here you can see all 

the companies that you have 
subscription

Subscription Status:
In this area you can see the status of the questionnaire, if it is 
being filled out, edited, pending of validation by GoSupply or 

if it is already published to the client

Information 
associated to  

your 
subscription:

• Level of the
subscription

• ID GoSupply
• CIF/ NIF/ 

CNPJ/ VAT

Inform whether or not there are documents to update (in the example in 
the image there are no documents to update).

After registering your user, the next step is to Access the Dashboard



Register
Step by Step Registration – Steps to Fill in the Datapackage

To register in the SGF Platform, the supplier must create an
account (User and password) and fill in the information required

9

Settings 
and 

Fullscreen

Sections of the questionnaire

Status and progress of 
the questionnaire

Option to send the 
questionnaire when it’s 100%

Logout

Mandatory 
questions

that  need to 
be 

completed

Option to save the 
questions without 

senting the questionnaire

CHAT

GoSupply Contacts

All Required Fields need to be completed before Submit information



Register
Step by Step Registration – Registration information

To register in the SGF Platform, the supplier m
account (User and password) and fill in the informa

Some fields are mandatory, 
they appear as “Requiered”

Some request information it’s  
grouped

All mandatory fields must be completed before sending the questionnaire



Documentation Upload

Register
Step by Step Registration – Registration information

Please ensure you upload all required information

• Some information required additionally
hard-copy support

• Hard copies are requested as some
information must be validated

• Please ensure you upload all of hard-
copies and certifications required

• Documentation to be upload must bePFD
- format. If you have any questions on
format, please contact Support Team



Register
Step by Step Registration – Information Submit

To register in the SGF Platform, the supplier m
account (User and password) and fill in the informa

All mandatory fields must be completed before sending the questionnaire

Questionnaire ready to be sent

Note: Please make sure you add all the information requested

Sections partially completed

100% complete action



Register
Step by Step Registration – Information Submit

To register in the SGF Platform, the supplier m
account (User and password) and fill in the informa

All mandatory fields must be completed before sending the questionnaire

Questionnaire ready to be sent

Note: Please make sure you add all the information requested

Sections partially completed

100% complete action
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Validation
Information, Validation & Release

Once the Supplier sends the filled questionnaire, Information will be
validated, in order to confirm the information and mitigate some possible
misinterpreted information/documentation

In the process of validation, the following may occur to the information sent by the Supplier:

• The information/documentation fulfils the established validation rules and will be released in
the platform. An Email will be sent to the Supplier informing him about the published status

• The information/documentation does not fulfils the established validation rules and/or can be
improved. An Email will be sent to the Supplier informing the Supplier the needed steps to
review the marked information



Information, Validation & Release

To register in the SGF Platform, the supplier m
account (User and password) and fill in the informa

In the reviewing process only the marked to be reviewed information Is enabled to be changed

Validation

In the reviewing process you must login with the user account and review the required
information. Information to be reviewed is marked with the symbol. A short observation 
concerning the information provided clarify could also be included

Information Menu  
to review

Menu’s 
Questionnaire



Information, Validation & Release

To register in the SGF Platform, the supplier m
account (User and password) and fill in the informa

Do not forget Supplier needs to login and update/change information continuously

Validation

Once Information has been reviewed and (if tentatively changed), Submit button will be 
enabled

The revised questions will be
analyzed all over again. If
provided information meets
requirements, the Supplier
information will be published in
the platform.
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Contact & Support
We are at your disposal to answer your questions and listen to your 
suggestions.

Communication channels with Sistema de Gestão de
Fornecedores

+351 308 808 140

+34 91 186 21 95

+55 1132 302 282

Monday to Friday | 9am to 6pm
Land network Cost dependent on your 
national operator

Chat with us in Real
Time in our Chat
available in the SGF
Platform. We will
support you in English,
Portuguese and Spanish.

Send us an email
using the address:
mygosupply@gosup
plyservices.com We
will support you in
English, Portuguese
and Spanish

This User Guide is available
on the SGF Platform.
Download or check any
information you could
need

mailto:mygosupply@gosupplyservices.com


We would like to encourage you to use our Chat as it is more effective way to support you

To register in the SGF Platform, the supplier m
account (User and password) and fill in the informa

Outside published hours (Monday to Friday | 9am to 6pm), you will be also enabled to use the chat; 
Information you  provide will be sent to Support Care and will be answered within 24h

Contact & Support

Live Chat
1. Click in the Icon to open 
the Chat

You will find the icon at
the bottom right corner

Monday to Friday | 9am to 
6pm (your Local Time)

2. Complete the Data 3. Chat with
us!

Enter your Basic Information 
to start Chat

Start your Chat
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