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Roche Supplier Onboarding Tool
Supplier Quick Help Guide
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Agenda

1. Invitation for Supplier Registration

2. Supplier Portal

3. Supplier Portal - New Supplier 

Registration Form

4. Due Diligence
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1. Invitation for Supplier Registration
Follow the links from the invitation email
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2. Supplier Portal
Enter your username and password, included in the email notification
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2. End User Licence Agreement & Privacy Policy
On first login you need to provide your agreement to the Licence and Privacy Policy

2a

2b
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2. Supplier Portal Homepage
From the top right corner on the Homepage you can review your login details, and you will have a visibility on your 
pending tasks. (e.g. completing the New Relationship Registration Form)

Review login details here

Pending task list: for now and 
further needs

To complete your registration, click 
on this task

3a

3b
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3. New Relationship Registration Form
After clicking on the “New Relationship Registration” Task, this form opens: enter the Supplier Contact Information

Review and update the all the information, then click on “Submit Data”
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When starting to type in the address, the 
system will automatically populate from the 
available address list, from where where you 
can do the selection.

When selecting the “Add Manually” button, you 
can manually type in the new address.

3. New Relationship Registration Form
Supplier Address Information
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Tax Registered Organisation: 
Tax data is mandatory

Tax Registered Individual: 
Tax data is optional

Not Tax Registered/Other:
Any tax information is optional

3. New Relationship Registration Form
Local Tax Information (if applicable), Communication Information, Purchasing Information, Tax Information
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3. New Relationship Registration Form
Supplier Information, Additional Supplier Information
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When entering the bank key or 
bank name, the system will 
automatically pull the bank data. 

The bank search can be done by 
entering the SWIFT code and IBAN. 
When entering the IBAN the system 
will automatically populate the bank 
code. 

3. New Relationship Registration Form
Bank Information
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3. New Relationship Registration Form
When completing the New Relationship Registration Form the following message appears: 
“The task was submitted successfully”
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4. Due Diligence

“At Roche we perform a risk-based due diligence of suppliers to get 
first-hand assurance about the supplier’s integrity, quality, 
suitability, credibility and commitment to sustainability.”
Quoted from the Roche Group Code of Conduct

Due Diligence helps to ensure that the suppliers we work with live up 
to our expectations and standards and and that these relationships 
have no negative consequences or damage for Roche.

As part of the Supplier Onboarding Process the supplier receives 
tasks to provide information for the respective due diligence areas. In 
case the supplier is not registering, the tasks are routed to the internal 
Roche relevant team.

https://www.roche.com/about/governance/code-of-conduct
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4. Due Diligence
If the supplier is assigned a Due Diligence Questionnaire, it can be opened from the Pending Tasks list
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General compliance

4. Due Diligence



19

Human rights - 1/4

4. Due Diligence
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Human rights - 2/4

4. Due Diligence
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Human rights - 3/4

4. Due Diligence
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Human rights - 4/4

4. Due Diligence
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Supply risk

4. Due Diligence
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Doing now what patients need next


