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1 ADDING A SUPPLIER TO THE ADDRESS BOOK 

1- Log in to the buyer’s account 

2- In the side panel of the home page, click My Suppliers 

 

The list of suppliers included in your address book is displayed 

3- The Sourcing and Certifications tabs are displayed in the side panel. 

 

1- Click the Sourcing tab. In the search tool field, enter the name of the company you are 

looking for, and click OK. 
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2- The search result is displayed 

 

3- In the example below, the company Omnikles is already included in the address book 

(indicated by the small blue heart), while the company Oodrive Group is not (indicated by 

the small gray heart)  

 

4- To add Oodrive Group to the address book, click the gray heart. 
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5- When prompted to confirm the addition to the address book, click Confirm. 

 

6- On the tile for the Oodrive Group company, the heart changes to blue, indicating that it has 

been added to the address book. 
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7- In the side panel, click the My Suppliers tab. A new Oodrive Group tile has been added 

 

You can now invite this company as part of the restricted procedure without competitive 

bidding. 

2 INVITING A COMPANY TO REGISTER 

If the company is not yet listed in the SafeTender supplier database, you can invite it to register. 

1- In My Suppliers, Click Invitation 

 

2- A form is displayed, allowing you to invite a company by entering the information below:  
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- Company name 

- SIRET number 

- An email address to which the company will receive the email inviting it to register 

 

3- Once you have entered the information, click Confirm to send the invitation. 
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The company is added to the address book, and its name is grayed out until it registers.  

 

Note: the company must finalize its registration to be invited to take part in a restricted 

procedure without competitive bidding. 



 

9 

4- The company receives a notification email with the invitation and the procedure for finalizing 

its registration. 

 

 


