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CSR Implementation Training for CSR Staff


Buyer – Different Ways to Search for Suppliers


Overview

This is a brief overview of different ways a buyer can search for suppliers. 


Pre-Requisites

· You must have an activated CSR user account with a username and password provided by the admin
· A compatible web browser such as Edge




	Instruction
	Screenshot

	First, log in to access the CSR system.
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	There are multiple ways for a buyer to search for a supplier.

The first method is the most direct way. 

Click on the search field at the top and type the name of the supplier.
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	Click on the name of the account that appears in the list.
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	The details for the chosen supplier will be displayed.
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	Another method is to conduct the search with other specific details, such as an ABN. 

Click on the search field and type in the ABN of the supplier.
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	Click on the result that appears in the list.
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	The supplier that is listed with the searched ABN will be displayed. 

Click on the name of the supplier.
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	The details for the chosen supplier will be displayed, including the searched ABN.
	
[image: ]




	
In addition to searching via ABN, searches can also be conducted with ACNs. 

Click on the search field and type in the ACN of the supplier.
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	Click on the result that appears in the list.
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	The supplier that is listed with the searched ACN will be displayed. 

Click on the name of the supplier.
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	The details for the chosen supplier will be displayed, including the searched ABN.
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	Searches can be conducted with only part of the details. 

In this example, only the first three digits will be used to conduct the search.
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	Click on the result that appears in the list.
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Now all the suppliers with ACNs containing the three digits will appear. 

Select the correct supplier.
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	The details for the chosen supplier will be displayed, including the searched ABN.
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	The second method is via the Supplier Registry.

Click on “Supplier Registry” on the top of the home page.
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	This will display a list of suppliers registered in the CSR system.
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	To filter the list, select the drop down menu.
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	Select the type of list of suppliers to view.
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	The list will now display suppliers who perform services instead of works.

The required supplier can be selected from this list.
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	Another method to look for suppliers through the supplier registry is to search directly in the list through the search field.

Select “Supplier Registry” from the top menu.
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	Click on the search field and type the name of the required supplier.
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	Select the supplier that appears in the list.
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	The third method is by selecting a list of most recently viewed accounts. 

Select “Supplier Registry” from the top menu.
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	Select the drop down menu.
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	Select “Recently Viewed Accounts”.
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	The list will now display suppliers who perform services instead of works.

The required supplier can be selected from this list.
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	If the required supplier still cannot be located, then the search can include all suppliers in the registry. 

Select the drop down menu.
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	Select “All Accounts”.
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	The list will now display all the suppliers in the registry, including both suppliers that provide works and suppliers that provide services.
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	If the desired list of suppliers is displayed and is required to be shared outside of the CSR portal, the list can be exported into a shareable format.

For this example, the list of suppliers who provide services will need to be shared. 

Select the drop down menu.
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	Select “Services”.
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	Select “Printable View”.
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	Select “Print This Page”.
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	The list can now be saved either as a PDF to be shared and viewed outside of the CSR portal, or it can be printed as a physical copy.
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Supplier registry
elect the supplier's name to view their details. Suppliers who are not currently pre-qualified willnot have their details displayed. Please contact CSR if you are unable to locate a particular supplier
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Account Name T v ABNNumber ACNNumb. v‘ B

1 TArchitects PtyLtd 66110958711 10958 711

2 3iDStudiosPtyLtd 61640261424 115554785
3 4DWorkshop Pty Ltd 75150139 245 150139 245
4 AWHISKER ARCHITECTURE PTY LTD 69659318207 659318297
5 AG.CoombsGroup PtyLtd 67005 711722 00s M 722
6 AG.COOMBSPTY.LTD. 49005653332 005653332
7 AGCoombs Advisory Pty Ltd 89130969934 130969934

5 AMXArchitecture PtyLtd 42152045853 152045853
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11 Avchects Ply Lta ST0%E w095 111
30 Studos Pty Lig 61640261424 115 554 786
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AG. Coombs Graup Pty Lid TN g05711722
AG COOMBS PTY. LTD 39559 005653332
JRS— FI L -
sk At iy i 21205 1505055
Accuraco Py Lid TS9O 451030 148
ACOR CONSULTANTS (V) PTY LIMITED A A
Acuty Project Managament Py Ltd TEERETT et 755
Adam Detrick Archiets Py La RIBAO 400755
ADE Consuiting Group (VIC) Pty Ltd 0TI 73012

o012
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Account Name + ABNNumber  ACN Number Silling Street Billng City Billing SttefProvince  Biling ZipiPosta Code_Billing Country Primary Contact Last Name. Primary Contact Email Primary Contact Phone
11 Avchects Ply Lta ST0%E w095 111
30 Studos Pty Lig 61640261424 115 554 786
Jrr—— DIV e
AWHISKER ARGHTECTURE 1Y LTD oz soommn
A.G. Coombs Graup Pty Lid XTI g0s 711722
AG COOMBS PTY. LTD 39559 005653332
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ACOR CONSULTANTS (V) PTY LIMITED A A
Acuty Project Managament Py Ltd TEERETT et 755
Adam Detick Archiects Ply Lid J28400 128 400 288
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