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Content

We will take you through the following steps:


• Activate company


• Supplier set up


• Dashboard


• Quote


• Account settings


This user guide will provide steps on how certified companies set their profiles up on QualityTrade.com, the 
exclusive marketplace for ISO certified companies.



Activation email
When you receive the activation email 
from QualityTrade.com, click on the 
‘Activate Profile Here’ button in the 
email.

If you received your activation email from your 
certification body, click the activation link.

The activation button or link is customised for your 
organisation which includes your certification 
details



Activate company
Populate the form with:


• Your email address


• Personal name


• Create password


You will receive a confirmation email. Click on the 
link to confirm your identify.



Supplier set up

• Create product or service


• Upload certification


• Request quote (optional)

If you were invited from QualityTrade or your 
certification body, your certification information will 
be pre-populated, so just review it for accuracy

In order to be accepted, each supplier must hold a 
valid accredited certification and include at least 
one product or service.



Create product / service
1. Enter name


2. Select relevant category


3. Upload photos


4. Complete specifications


5. Include additional specs, if required.


6. Enter trade information


7. Enter logistics information


8. Complete detailed information


You only receive quotes where you have uploaded  a 
product or service. It is important to answer the 
specifications to make sure you only receive relevant 
quotes.



Upload certification
If you were invited from QualityTrade or your 
certification body, your certification information will 
be pre-populated.


Below are the fields required.


• Certification number


• Scanned certification


• Certification body


• Certification


• Scope


• Issue date


• Expiry date



Dashboard
In the Dashboard you can see all of your activities as a certified supplier and buyer.



Request quote
When creating a quote for a certified company:


You can use the “Search bar” or the “Categories” 
to find the products or services you need.

Answering the Q&A’s creates a thorough quote 
improving communication and ensures the quote is 
sent to the correct certified companies.



Respond quote
When responding to quotes enter this info:


• Price


• Quantity


• Delivery details


Click “Send Quotation” button to send your quote 
to the buyer.



Negotiate quote
Once you have sent the quote, you and 
the buyer are free to chat, upload 
information and negotiate until you agree 
on the terms of the order.


The history of your communication with the buyer 
will be saved in the chat.


You can send an adjusted quote of necessary.



Order quote
As a Buyer you can browse the different supplier 
quotes using the left hand navigation.


Once you have agreed on the terms with 
the certified supplier, you can finalise the 
orders by clicking on the “Order” button.



Account settings
By clicking on this menu in the top right 
corner of any page you can access your 
account area menu. 



Account set up
In “Account” you can edit the following:


• First name


• Last name


If you are seeking to change your password, click 
on the “Change password” and follow the 
prompts.



Company set up
In “Company” you can upload business 
description and credentials. This includes 
your company address and operational 
capability.


You will receive quotes for the categories where 
you have entered a product / service or where you 
have selected preferences.


It’s important to have a profile that thoroughly 
describes your business as buyers assess their 
information prior to requesting a quote.



Member set up
In “Members” you can invite colleagues, 
i.e. Sales, Procurement or Compliance 
and assign roles.


Administrator is the highest role and controls who 
has access and their level of access.



Generating trade 
for certified company




