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The purpose of this document is to serve as a reference guide on how to register as a supplier on the Central

Supplier Database (hereafter referred to as the CSD).

Suppliers will be required to have a valid e-mail address, cellphone number and bank account to register on the

CSD.

Recommended browsers include:
- Chrome from version 40
Firefox from version 36
Internet Explorer from version 11
Opera from version 26
Safari from version 7

CAPTCHA service: Note the Captcha service is used to prevent irrelevant or unsolicited messages sent over the

Internet.

Access to the CSD

Suppliers will be required to have access to the internet.

The www.csd.gov.zaURL needs to be

3. Typographical conventions and icons

entered in the

The typographical conventions used in this document are illustrated in the table below:

user 6s

we b

Convention / Icon Object or term

Example

Bold

screen or toolbar

Button, link, message wordings or tab on

Click on Register

93....
=93..

bro


http://www.csd.gov.za/

Convention / Icon

Object or term

Example

L)

Automatic verification

The CSD verifies supplier information with
third party interfacing systems e.g. SARS,
CIPC etc.

If supplier is a CIPC company e.g. Private
Company Pty (Ltd) then the CSD verifies
the supplierds busi
directors/ members information with

CIPC.

Il

Look out for important information.

A password must contain a minimum of 8
characters and include a capital letter, a
lower case letter, a number and a special

character

System task

Tasks which are performed by the CSD

application 1 in the background.

When registering on the CSD, the system
sends an activation e-mail and One Time
Pin (OTP) to the user.

4. CSD Supplier Management Process

The CSD supplier management process outlines from when a user registers a new account on the CSD to when
the organs of state access the verified supplier information on the CSD.
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Access the Register a Receive an activation Activate account by

CSD site on new CSD email and click requesting and
www.csd.gov.za account activate account entering the OTP

Log in
on the CSD

Complete tax Complete bank Complete address Complete Complete supplier
information Account information information contact information identification information

i
directors/members Complete Caligs 2 Maintain Complete notification

information associations commodities : " Complete
(if non-CIPC company) (if relevant) information e information . piel
i L company accreditations

Additional (if relevant)

\[’_ L functionality %

View reports View supplier A CSD supplier number
overview Organs of state and unique registration

Complete

: : = . Complete B-BBEE
information  ETNWEEERV =0 K#2ib) reference nris auto- Glick on information

supplier information /generated and communicated Submit

@ Auto verification of supplier information with SARS, CIPG etc.

Figure 17 CSD Supplier Management Process

5. Supplier User Registration Process

The following section describes the user registration process in more detail.

5.1.Register a new CSD account

A new CSD account must be registered in order for a user to create and maintain other users and suppliers.
Various security functions have been built into the CSD to ensure that the registration process of a CSD
account is secure. In order to register, a user must have a valid e-mail address and cellphone number.

Actions:

1. Enter www.csd.gov.za in web browser

I The user is navigated to the CSD Home Page

Click on Register on the menu bar on the CSD Home Page
3. Enter your:

I E-mail address

f Name


https://www.csd.gov.za/

1 Surname
1 Cellphone number
4. Select an identification type in the identification type dropdown

5. Enter identification number

- If aforeign passport number or foreign ID number is captured, the work permit number is optional and can
be entered if available.

6. Enter a password

- A password must contain a minimum of 8 characters and include a capital letter, a lower case letter, a
number and a special character
7. Confirm password
8. Select and complete 3 security questions
9. Enter characters displayed in the captcha
10. Click on the Register button
9 The following message will be displayed: Thank you for registering. An account activation email has
been sent to <Email address>. In order for you to use your account, you will have to click the link in the
email to activate your account. The link in the email will direct you to the account activation screen.

Click on Request OTP (One Time Pin) in order to receive the OTP on <Cell-phone number>
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Home Links Reports Contact us Register Login

The Central Supplier Database maintains a database of organisations, institutions and individuals who can provide goods and services to government. The CSD
will serve as the single source of key supplier information for organs of state from 01 April 2016 providing consolidated, accurate, up-to-date, complete and
verified supplier information to procuring organs of state,

Prospective suppliers interested in pursuing opportunities within the South African government are encouraged to self-register on the Central Supplier Database.
This self-registration application represents an expression of interest from the supplier to conduct business with the South African government. Once submitted,

Figure 27 CSD home page
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Home Links Reports Contact us  Help

Register user

@ Click here to get more info on this section

Email

Name (s)
Surname
Cellphone Number

Identification type

South African identification number

Password

Confirm password

Security question 1

Security question 1 answer

Security question 2

Security question 2 answer

Security question 3

Security question 3 answer

Captcha

CENTRAL SUPPLIER
DATA

FOR GOVERNMENT

BASE

Register Log in

joeblogg423@gmail.com

Joe o
Blogg

0710000000

South African Identification Number T
sssssessssses o

Very Strong

In what town or city was your first full time jo... v
Pretoria

What is your eldest child's middle name? v
Tom

What is your oldest sibling's birthday month? v

September

WS

Type the characters above into the field below
lvT2s \
LS D)

Figure 37 Register user
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Registration Confirmation

Thank you for registering. An account activation email has been sent to n.mafeje@gmail.com.
In order for you to use your account, you will have to click the link in the email to activate your account.
The link in the email will direct you to the account activation screen. Click on Send OTP (One Time Pin) in order to receive the OTP on 0700000001

Figure 47 Registration Confirmation

5.2.Activate account

Once the user has captured their information and registered on the system, the account must now be
activated. This is done by means of confirming that the e-mail and cellphone details provided are indeed
accurate and linked to an individual.
Actions:
1. Open the CSD activation e-mail and click on the Activate Account link

2. Click on Request OTP

=—— A One Time Pin (OTP) is sent as an SMS to the cellphone number provided on the registration

screen.

- International suppliers with a foreign cellphone number will not be required to capture the OTP
Enter the OTP in the Account Activation screen

Click on the Submit button

1 The following message will be displayed: Account activated.

1 The message will have a Log In link



CENTRAL SUPPLIER
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Dear Name Surname
Thank you for registering.

Please click the activation link below to activate your account. The link in the email will direct you to the account activation
screen, Click on Send OTP (One Time Pin) in order to receive the OTP on 0728977173
Activate Account

https:/fuat.csd.gov.za/Account/ActivateAccount? =bSfe1b2c-5270-4aa2-91b2-8db39259b7 59T =05ee 7ceb-52ba-47df-9fe5-
5f24974d7df7

ey |
- . FOR MORE INFORMATION:
W& national treasury Central Supplier Database Contact Centre
Tp— Department:
National Treasury eMail: CSD@treasury.gov.za
%  REPUBLIC OF SOUTH AFRICA

DISCLAIMER: This email and its contents are subject to our email legal notice which can be viewed at
http:wiww.treasury.gov.za/Email Disclaimer.html

Figure 51 Account activation email

u national treasury CENTRAL SUPPLIER
W e T DATABASE
Wys# REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Links Reports Contact us Help Register Log in

Account activation

o

’
OTP expires in 3 hours, resend allowed in 5 minutes
| Sent to: 0700000000

oTP ‘ 53663

Figure 6 1 Account activation screen
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Home Links - Reports - Contactus Help Register Log in

Account activated

Thank you for activating your account.

Figure 77 Account activation message

5.3.Reset cellphone number
Users can reset their cellphone number for an OTP to be sent to a different cellphone number or if captured
incorrectly during registration.
Actions:
1. Click on Click here to change your number on the Account Activation screen
1 Alternatively click on Click here to change your number on the Reset Password screen
2. Select identification type
3. Enter identification number
4. Enter security question answer 1
5. Enter security question answer 2
6. Enter security question answer 3
7. Click on Email Link
5. Open the CSD reset contact details e-mail and click on the Reset Contact Details link
1 The system will open the Change Contact Details screen on CSD
6. Enter New cellphone number
7. Click on Change
1 The following message will be displayed: Your contact details have been changed successfully.
8. Open the CSD activation e-mail and click on the Activate Account link. Click on Request OTP
—— A One Time Pin (OTP) is sent as an SMS to the cellphone number provided on the Reset Cellphone
number window.
International suppliers with a foreign cellphone number will not be required to capture the OTP.
9. Enter the OTP in the Account Activation screen

11



10. Click on the Submit button

User will receive an account activation message with a log in link.

{z) national treasury CENTRAL SUPPLIER
b ., DATABASE
o REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home  Links Reports Contact us Help Register Log in

Reset contact details

Identification type South African Identification Number v
South African identification number

Security question 1 In what town or city was your first full time job?

Security question 1 answer Pretoria

Security question 2 In which city were you born?

Security question 2 answer Centurion

Security question 3 What is vour oldest sibling's birthday month?

Security question 3 answer | Septemberl

Email Link

Figure 87 Reset contact details
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Home Links Reports Contact us Help Register Log in

Reset contact details confirmation

We have sent you an email with a contact details reset link.
Please use this link to reset your contact details.

Figure 97 Reset contact details confirmation

CENTRAL SUPPLIER
DATABASE

FOR GOVERNMENT

Dear Joe Blogg

Contact details reset request

In order for you to reset your contact details, please click the reset link below.
Reset Contact Details

https://test.csd.gov.za/ Account/ ChangeContactDetails?U=8e67a481-6680- 40a8-Sodf - 5fc8552052bAT =5bdfb3a 2- 1e85-488f-355f-
911ad1f3e527

N - FOR MORE INFORMATION:

W national treasu Ly Central Supplier Database Contact Centre
:_" & Department:
AR ALY National Treasury eMail: CSD@treasury.gov.za

v REPUBLIC OF SOUTH AFRICA

DISCLAIMER: Thiz email and its contents are subject to our email legal notice which can be viewed at
http: /v treasury. gov.za/ Email Disclaimer. html

Figure 107 Reset contact details email
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g National Treasury
Vupg?  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Register Login

Home Links Reports Contact us Help

Change contact details

New Cellphone Number

Figure 111 Change contact details

SZ# national treasury CENTRAL SUPPLIER
) S DATABASE
FOR GOVERNMENT

Wa?  REPUDLIC OF SCUTH AFRICA

Home Links Reports Contact us User Manual Register Login

Contact details changed

Your conlscl delsils have been changed successtully.

Figure 121 Contact details changed

5.4.Change incorrect email address

Users can change their email address for the account activation email to be sent to a different email address
if captured incorrectly during registration.

Actions:
1. Click on Log In on the Home page
Click on Change incorrect email address
Select identification type
Enter identification number

Enter security question answer 1

o g M W N

Enter security question answer 2

14



11.

12.
13.

14
15

Enter security question answer 3
Enter New email address
Click on Request OTP

=—— A One Time Pin (OTP) is sent as an SMS to the cellphone number provided on the registration screen

International suppliers with a foreign cellphone number will not be required to capture the OTP.
Enter the OTP in the Change incorrect email screen
Click on Submit
1 The following message will be displayed: Your email address have been changed successfully.
You can now log in using the new email address.
. Click on Log In

. Click on Resend account activation e-mail link in the Login page

User is navigated to the Activate Account screen

16
17
18
19

. Enter registered e-mail
. Click E-mail link button
. Receive a Resend Activation message on CSD notifying the user that an activation e-mail has been sent

. Open the CSD activation e-mail and click on the Activate Account link

15
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Home Links Reports Contact us Help Register Login

Change incorrect email Questions

Security question 1 In what town or city was your first full time job?

Security question 1 answer

Security question 2 In which city were you bom?

Security question 2 answer

Security question 3 What is your oldest sibling's birthday month?

Security question 3 answer
New email address

OTP :| Enter the OTP sent to you [}

Please click Request OTP when you are ready.

Figure 131 Change incorrect email address

5.5.Log in
Once the user has successfully registered and activated their CSD account, the user can then log in on the
CSD.
Actions:
1. Click on Log in on Home page
Enter registered e-mail address
Enter password

Enter the characters displayed in the captcha

o~ WD

Click on Log in button
1 Useris navigated to the CSD landing page

16



Home

Log in

national treasury

Department
National Treasury
REPUBLIC OF SOUTH AFRICA

Links Reports

Contact us Help

Email
Password

Captcha

CENTRAL SUPPLIER
DATABASE

FOR GOVERNMENT

joeblog432@gmail.com

nGay

Type the characters above into the field
below

|pz68D
o W

Figure 147 Log In

Register

Log in
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L2 national treasury CENTRAL SUPPLIER
@ Ougerineet. DATABASE
Wu#  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Supplier Details Links - Reports - Contactus Help My account Log off

Welcome, Joe Blogg

Welcome to the Central Supplier Database for the South African government. Here you are able to maintain your supplier information to ensure accurate, up-
to-date and complete information. Click on My Suppliers to add, view or make changes to supplier information.

Click on Suppliers Details to add, view or make changes to supplier information.
Click on Registration Summary report to obtain verified supplier information.

Click on Action Log report to obtain a history of all changes by the user and the system to supplier information.

SN
W &

» *

REGISTRATION SUMMARY

report

SUPPLIER DETAILS ACTION LOG

manage suppliers report

Figure 151 CSD landing page

5.6.Resend account activation e-mail

If the link or the one-time-pin expired, or the user lost the original activation e-mail a new account activation
link can be requested. For security reasons, the CSD does not re-send the original activation e-mail.

Actions:
20. Click on Log in on Home page
21. Click on Resend account activation e-mail link in the Login page
1 User is navigated to the Activate Account screen
22. Enter registered e-malil
23. Click E-mail link button
24. Receive a Resend Activation message on CSD notifying the user that an activation e-mail has been sent

25. Open the CSD activation e-mail and click on the Activate Account link. Click on Request OTP

18




Actions:

=—— A One Time Pin (OTP) is sent as an SMS to the cellphone number provided on the registration window
26. Enter the OTP in the Account Activation screen
27. Click on the Submit button

1 User will receive an account activation message with a log in link.

‘\{ national treasury CENTRAL SU PPLIER
g — DATA
V REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Links Reports Contactus Help Register Login

Activate your account

Email joeblogg432@gmail.com

Email Link

Figure 161 Activate your account

w national treasury CENTRAL SUPPLIER
) = DATABASE
N’  REPUSLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Links About us Register Login

Resend Activation Confirmation

If the emad address provided matches the one on our récord an account activation emall will be sent to you

In order for you Lo use your account, you will have to dick the ink in the emal to activate your account

Figure 17 1 Activate your account

5.7.Reset password

A password can be reset in cases where it is lost, stolen, forgotten or compromised.

19



Actions:
1. ClickonLog in onthe Home Page
2. Click on Forgot Password
3. Enter registered e-mail address and click on E-mail link
1 The user will be naotified if the e-mail address that is entered does not exist
4. System sends the new reset password e-mail with a link
Click on the reset password link in the e-mail.
1 When clicking on the reset link in the e-mail the system will open the Account Activation screen on CSD
6. Enter a new password
7. Confirm the password
8. Click on Request OTP
1 The system will send an OTP via SMS
9. Enter the OTP

—— International suppliers with a foreign cellphone number will not be required to capture the OTP.
10. Click on Reset
1 Areset password confirmation message is displayed: Your password has been reset. Please click here
to log in.

9 Click on Click Here to access the Log In page
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&7 national treasury CENTRAL SUPPLIER
O =mm., DATABASE

REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home  Links Reports Contactus Help Register Log in

Log in

Email
Password

Captcha

wiGay

Type the characters above into the field
below

I l

TS D)

Figure 181 Log in 7 Forgot Password

¥ national treasury CENTRAL SUPPLIER
e D esacn DA AR

Home Links Reports Contact us Help Register Login

Forgot your password?

Email joeblogg432@gmail.com

Email Link

Figure 191 Forgot your password
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w"\;{_} national treasury CENTRAL SUPPLIER
AN DATABASE

Department:
\: @ J National Treasury
Ws?  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Links Contact us Register Log in

Home Reports

Forgot Password Confirmation

We have sent you an email with a password reset link.
Please use this link to reset your password.

Figure 201 Forgot password confirmation

| NoTiFicATION [

CENTRAL SUPPLIER
DATABASE

FOR GOVERNMENT

Dear Joe Blogg

You have requested to reset your password.

In order for us to verify your email account and reset your password, please click the reset link below.
Feset Password

https: //test.ced.gov.za/ Account/ ResetPassword ?U=82672481-6680-40a8-Scdf - e A cBS55022bET=ced 24 34b-6b43-445b-9512-
2254845334702

N : FOR MORE INFORMATION:

W national treasu ry Central Supplier Database Contact Centre
:_" n Department:
SNAAY National Treasury eMail: CSD@treasury.gov.za

v REPUBLIC OF SOUTH AFRICA

DISCLAIMER: Thiz email and itz contents are subject to cur email legal notice which can be viewed at
http: /fvwervi.treasuny.gov.za/ Email Disclaimer. html

Figure 211 Reset password e-mail
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\-zl' national treasury CENTRAL SUPPLIER
O == DATABASE
Wmzs”  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Links Reports Contact us Help Register Log in

Reset password

Password (i ]

Confirm password

oTpP

Please click Request OTP when you are ready.

Figure 221 Reset Password screen

g nation‘al treasury SE[}ILLRB/!ALS%U PPLIER

National Treasury
REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

(Ehims

+

Home Links Reports Contact us Help Register Log in

Reset password confirmation

Your password has been reset. Pleass

Figure 231 Reset password confirmation e-mail

5.8.Edit Account details

Users can make changes to their account details e.g. name, surname, e-mail etc.
Actions:

1. Click on Account on the Landing page
2. Click on Account

1 The information of the user that is logged in will be displayed
3. Edit any of the fields
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Actions:
4. Click on Submit

1 A message will display saying Account details updated successfully

Qz7 national treasury CENTRAL SUPPLIER
.ﬁ] Doparimant: DATABASE
= REPUILIC OF SOUTH APRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us Help My account Log off

My Account Detail

Hame Joe
Surname Blogg
Cellphone number 0700000000
Email joeblogg432@gmail.com

Identification type South African Identification N.. =

South African identification number

Security question 1 In what town or city was your...
Security question 1 answer Pretoria

Security question 2 In which city were you born? "
Security question 2 answer Centurion

Security question 3 What is your oldest sibling's b... =
Security question 3 answer September

Figure 241 Account detail

5.9.Change password
Actions:
1. Click on Account on the Landing page
1 The information of the user that is logged in will be displayed
2. Click on Change Password
i The Change Password screen will be displayed

3. Enter current password
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Actions:
4. Enter new password
5. Confirm password
6. Click on Reset

1 Reset password confirmation message is displayed Password changed successfully

1 A natification e-mail will be sent to confirm the change of the password

QzP national treasury CENTRAL SUPPLIER
;‘@‘ ) . DATABASE
Wug?  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us Help

Change password

Current password escscece
New password eecccssssscce e
Confirm password seesccsccsces

Figure 251 Change password

no.reply@treasury.gov.za

Dear Name Sumame
This Is a notification that your account password was changed.

If this was not you. please request a password reset as soon as possible

national treasury

Depatmont
Nationsd Teassury
REPUBLIC OF SOUTH AFRICA

Figure 261 Change password confirmation e-mail

My account

1:24 PM (3 mirsttes 290)

Log off
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6. Am | Registered?

This section outlines how the 6Am | registered?6 screen
Central Supplier Database (CSD). This is indicated by the registration status of a supplier. A user can search for the
registration status of a supplier using some of the information linked to the supplier. If the search value matches one

of the CSD supplier records, the search functionality will display all the results.

Actions:
1. Click on Help
2. Select Am | Registered?

3. Enter a value.
Any one of the following can be used to search for a supplier (the full value must be provided, unless stated
otherwise):
Legal name
Trading name
Supplier application reference number
South African identification number
South African company registration number
South African trust registration number
Foreign identification number
Foreign passport number
Foreign company registration number
Foreign trust registration number
Work permit number

International securities identification Number

—A =8 8 _8_a_2_48_4_9._24_-29_-2

- Partial value for legal name and trading name is allowed.
4. Enter the characters displayed in the captcha
5. Click on Search
9 If the search value matches the supplier information on one of the CSD records. This will display four
columns of information, the legal name, trading name (if relevant), request status and the registration
status of the supplier.
6. The Request status will be one of two options:
i Data Converted indicates that supplier information was migrated from an existing Organ of State
(O0S) database into the CSD.

1 Self Registered indicates that the supplier started the CSD registration process from the beginning.

= The Request status is only displayed before the supplier information is submitted.

7. The Registration Status is indicated by three icons:

1 Registered indicates the supplier is successfully registered on the CSD.
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Home

P national treasury SI;NIJARBAALSSEU PPLIER
A A FOR GOVERNMENT

In progress indicates the supplier has started the registration process and has not completed it. The
user must log into their CSD account, ensure that all the information is complete and click on Submit on
the Overview screen.

Not registered indicates the supplier is not registered on the CSD. To register, the user must ensure a

CSD account is created. Once created, the user can log into the CSD to complete the supplier

information.

Links - Reports - Contact us Help-~ Register Log in

Am I Registered?
Welcome to the Central ase for the South African government.

More Help

ﬁ

Figure 27 - Help. Am | registered?

27



{g} national treasury CENTRAL SUPPLIER
O = DATABASE
Wus”  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Links - Reports Contact us Help- Register Log in

Am I Registered?

© Click here to get more info on this section

Search Supplier trading
Captcha

Bhanwk

Type the characters above into the field below

[Bhabx ]
O 1)

Figure 281 Capture search value

kz) national treasury CENTRAL SUPPLIER
O == DATABASE
W  REPUDLIC OF SOUTH AFRICA FOR GOVERNMENT

Home Links Reports Contact us Help Register Login

@ For more information about your supplier details contact us

Results for "trading” @ - Registered ) - In progress ) - Not Registered

LegalName TradingName Request status Registration status
ZIMBINI TRADING

PETER AND SONS TRADING DATA CONVERTED
AZANIA TRADING AZANIA TRADING
CAPITAIRADING ENTERPRISE

OMEGA TRADING KINGS

00000

Figure 291 Am | registered search results.
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7. Maintain Supplier Information

The following section describes how to maintain supplier information on the CSD.

7.1.Supplier Type Requirements

The supplier type requirements table outlines the different supplier types and supplier sub-types as well as the
identification number and tax reference number that must be provided per supplier type.

The supplier type, supplier sub-type will be selected and identification type entered on the supplier
identification section of the CSD. The tax reference number will be entered on the tax section of the CSD.

SECONDARY CO-OPERATIVE

TERTIARY CO-OPERATIVE

LIMITED BY GUARANTEE

TRANSVAAL ORDINANCE

Supplier . Which ID type is required Which Tax number is
Type SEEllEr SH-Tee from the Supplier? required?
INDIVIDUAL SA ID number or Foreign ID Income Tax Reference number
number or Foreign Passport if ID type is SA ID number.
number.
PAYE Reference number and
INDIVIDUAL If a Foreign ID number or VAT number is optional.
SOLE PROPRIETORSHIP Foreign Passport number is
provided, a Work Permit
number can be captured if
available.
Foreign Company Optional: PAYE Reference
Registration number or number or VAT number or
FOREIGN International Securities Income Tax Reference Number
COMPANY FOREIGN COMPANY Identification Number (ISIN).
s SA Tru§t Registration number Income Tax Reference nhumber
TRUST INTERVIVOS TRUST or Foreign Trust Registration of the trust
number
PUBLIC COMPANY (Ltd) SA Company_/ Income Tax Reference number.
CC Registration number
STATE OWNED COMPANY (SOC LTD) VAT number is optional.
NON PROFIT COMPANY (NPC)
PRIVATE COMPANIES (Pty)(Ltd)
PERSONAL LIABILITIES COMPANIES (INC)
PG CLOSE CORPORATIONS
ORI PRIMARY CO-OPERATIVES

PROVINCIAL ADMINISTRATION -KWAZULU NATAL

PROVINCIAL ADMINISTRATION -MPUMALANGA

UNLIMITED
NON-PROFIT EXTERNAL COMPANY
EXTERNAL COMPANY
PFMA SCHEDULE 1 - CONSTITUTIONAL None PAYE Reference number or
INSTITUTIONS VAT number or Income Tax
PFMA SCHEDULE 2 - MAJOR PUBLIC ENTITIES Reference Number.
PFMA SCHEDULE 3A - NATIONAL PUBLIC ENTITIES
PFMA SCHEDULE 3B - NATIONAL GOVERNMENT
EL{*”TTEYOWNED BUSINESS ENTERPRISES
PFMA SCHEDULE 3C - PROVINCIAL PUBLIC
ENTITIES
PFMA SCHEDULE 3D - PROVINCIAL GOVERNMENT
BUSINESS ENTERPRISES
TERTIARY INSTITUTION
NATIONAL DEPARTMENT None PAYE Reference number or
PROVINCIAL ADMINISTRATION -GAUTENG VAT number.
ggﬁE?NMENT PROVINCIAL ADMINISTRATION -LIMPOPO
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Supplier
Type

Supplier Sub-Type

PROVINCIAL ADMINISTRATION -NORTH WEST

PROVINCIAL ADMINISTRATION -EASTERN CAPE

PROVINCIAL ADMINISTRATION -WESTERN CAPE

PROVINCIAL ADMINISTRATION -FREE STATE

PROVINCIAL ADMINISTRATION -NORTHERN CAPE

METROPOLITAN MUNICIPALITIES

DISTRICT MUNICIPALITY

-GAUTENG

DISTRICT MUNICIPALITY

-LIMPOPO

DISTRICT MUNICIPALITY

-KWAZULU NATAL

DISTRICT MUNICIPALITY

-MPUMALANGA

DISTRICT MUNICIPALITY

-NORTH WEST

DISTRICT MUNICIPALITY

-EASTERN CAPE

DISTRICT MUNICIPALITY

-WESTERN CAPE

DISTRICT MUNICIPALITY

-FREE STATE

DISTRICT MUNICIPALITY

-NORTHERN CAPE

LOCAL MUNICIPALITY -GAUTENG

LOCAL MUNICIPALITY -LIMPOPO

LOCAL MUNICIPALITY -KWAZULU NATAL

LOCAL MUNICIPALITY -MPUMALANGA

LOCAL MUNICIPALITY -NORTH WEST

LOCAL MUNICIPALITY -EASTERN CAPE

LOCALMUNICIPALITY -WESTERN CAPE

LOCAL MUNICIPALITY -FREE STATE

LOCAL MUNICIPALITY -NORTHERN CAPE

UNINCORPOR
ATED BODY OF
PERSONS

PARTNERSHIP

SA ID number of main

partner or International
Securities ldentification
number (ISIN).

PAYE Reference number or
VAT number.

STATUTORY BODY

SA ID number of main

JOINT VENTURES

partner or International

CONSORTIUM

Securities Identification

SECTION COMPANIES

number (ISIN).

VOLUNTARY ASSOCIATIONS

RETIREMENT FUND

PAYE Reference number or
VAT number or Income Tax
Reference number.

7.2.Navigate Supplier Details

Suppliers are maintained in the Supplier Details section of the CSD. Here suppliers can be added, edited,
viewed, removed and supplier information submitted.

Actions:

1. Loginonthe CSD

I The user is navigated to the CSD landing page

2. Click on Supplier Details

1 The Supplier List screen will be displayed

Add supplier
3. Click on Add supplier to add a new supplier

4. Click on Edit

5. Click on View

= No changes can be made when in view mode

to make changes to an existing supplier

to view the supplier information added
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Actions:

6. Click on Remove to remove supplier information.

1 A message will display: Are you sure you would like to remove this supplier?

= Supplier information can only be removed if the information has not yet been submitted

Wi national treasury CENTRAL SUPPLIER
Oeparet DATABASE

Wu#  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home  Supplier Details Links - Reports - Contactus Help My account Log off

Welcome, Joe Blogg

Welcome to the Central Supplier Database for the South African government. Here you are able to maintain your supplier information to ensure accurate, up-
to-date and complete information. Click on My Suppliers to add, view or make changes to supplier information.

Click on Suppliers Details to add, view or make changes to supplier information.
Click on Registration Summary report to obtain verfied supplier information.

Click on Action Log report to obtain a history of all changes by the user and the system to supplier information.

REGISTRATION SUMMARY

report

: UPPLIER DETAILS ACTION LOG

manage suppliers report

Figure 307 CSD landing page
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WZ# national treasury ([:)ENI'-I;\RB}S\ALS%U PPLIER >‘ ——
-y Department:
\@, REPUBLIC OF S0UTH AFRICA FOR GOVERNMENT v

Home  Supplier Details Links - Reports - Contactus Help My account Log off

Supplier Details

You do not currently have any suppliers.

+ Add supplier

Figure 311 Supplier Details list
7.3.Supplier identification information

Once the user is logged in to the CSD, the user can add, edit, view, remove and submit supplier information.

-~ When a new supplier is added, the user must first complete the supplier identification section before
they can complete the other supplier information sections.

7.3.1.Add supplier identification for non-CIPC entity

Follow the below steps when adding the following supplier types (as per supplier type requirements table):

1 Individual

1 Foreign company

T Trust

I Unincorporated body of persons

Actions:

1. Login onthe CSD
Click on Supplier Details
Click on Add supplier
Select supplier type
Select supplier sub-type

Select identification type

N o~ w DN

Enter identification number

- |f a foreign passport number or foreign ID number is captured, the work permit number is optional and can be
entered if available.
8. Enter legal name

9. Select country of origin
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Actions:

= Ifa South African ID number or SA Trust Registration number is selected as the identification type then the
country of origin will default to South Africa and the field will not be editable
10. Select industry classification
11. Select allow associates if you want to allow other CSD suppliers to associate themselves to this supplier
12. Click on Save
1 A message will display: Supplier identification added successfully!
1 The supplier request will be listed in the supplier list with a status of Created and a supplier application

reference number will be auto generated e.g. RAAA0000021.

Wl national treasury CENTRAL SUPPLIER
U = DATABASE
Waee”  REPUBLIC OF SOUTH AFRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us  Help Support Account

Add supplier

& rotifications # Accreditations W B-BEEE

Supplier type Individual

Supplier sub-type Individual

Identification type South African Identification Nu... =

South African identification number 0123456789089 (1]
Country of origin South Africa i
Industry classification Accommodation and food servic..

Allow associates? o

Back [ sove |
V' Norton

symantec

ABOUT S50 CER TIFICATES

Figure 321 Add a supplier identification (non-CIPC)
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Sz national treasury
'@‘ Deparimant DAITABASE p

REPUDLIC OF SOUTH APRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us  Help My account  Log off

Add supplier RAAADDO0322 @ Please submit the supplier on the overview tab once all tabs have been completed.
& Identification & Contacts A Address #® Bank & Tax A Directors/Members # Associations W Commodities A Users
kd Notifications Accreditations ¥ B-BBEE  iE Overview

Supplier reference number RAAADODDZ2Z
Created by  joeblogg432@gmail.com
Created date 2015-09-23 11:22:29 AM
Supplier type Individual "
Supplier sub-type Individual "

Identification type South African Identification N.. =

South African identification number a
Legal name Joe Blogg a
Country of origin South Africa .
Industry classification Accommodation and food serv.. -
Allow associates? @

Figure 331 Supplier identification added successfully message

7.3.2.Edit supplier identification request for non-CIPC entity
Actions:
1. Click on Supplier Details
2. Click on Edit next to the supplier
3. The following fields can be edited if the supplier request has not been submitted:
1 Supplier type
1 Supplier sub-type
1 Identification number
1 Legal name
1

Industry classification
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Actions:
M Allow associates
4. Click on Save
1 A message will display: Supplier identification saved successfully!

1 The supplier will be listed in the supplier list with a status of Created.

o S ET—
@ Gaparimant DATABASE
£ PUBLIC OF SCHUTH AFRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us  Help My account Log off

Edit supplier RAAAD000322 8 Please submit the supplier on the overview tab once all tabs have been completed.
& Contacts ¥ Address ¥ Bank 'W@Tax A Directors/Members # Associations W Ccommodities & Users
K Notifications # Accreditations ¥ B-BBEE & Overview

Supplier reference number RAAADDOD322
Created by  joeblogg432@gmail.com
Created date 2015-09-23 11:22:29 AM
Edited by  joeblogg432@gmail.com
Edited date 2015-09-28 03:57:12 PM
Supplier type Individual v
Supplier sub-type Sole Proprietor »

Identification type South African Identification Nu... =

South African identification number a
Legal name Joe Blogg a8
Country of origin South Africa -

Industry classification Accommodation and food servi.. *

Allow associates? - B

Figure 341 Edited supplier identification saved successfully message

7.3.3.Add supplier identification for a CIPC company

Follow the below steps when adding a CIPC company (as per supplier type requirements table):
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Actions:
1. Loginonthe CSD
Click on Supplier Details
Click on Add supplier
Select CIPC Company as supplier type
Select supplier sub-type

o g M w D

Enter South African / CC registration number

= The country of origin will default to South Africa and the field will not be editable
7. Select industry classification
8. Select allow associates if you want to allow other CSD suppliers to associate themselves to this supplier
Click on Save
1 A message will display: Supplier identification added successfully!
1 The supplier request will be listed in the supplier list with a status of Created and a supplier application

reference number will be auto generated e.g. RAAA0000022.

- The business registration and directors/ members information of the CIPC company will automatically
be verified with CIPC. The Legal name, Trading name (if relevant), Business status and Registration date will
automatically be returned by CIPC and will display on the Supplier Identification screen. Trading name field is
enabled for all CIPC supplier types that wish to update their trading name. The directors/ members details e.g.
director name, surname, identification number etc. will automatically be returned by CIPC and will display on the

Directors/members screen (refer to Directors/ members section of this document).

- These fields are not editable and the supplier should contact CIPC directly if any of the information is

inaccurate.
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Q22 national treasury CENTRAL SUPPLIER
) == DATABASE

W? REPUBLIC ‘OF SOUTH AFRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us Help My account Log off

Add supplier

& Identification & Contacts A Address W Bank W Tax A Directors/Members #° Associations W Commodities L users

& Notifications # Accreditations W B-BBEE iE Overview

supplier type CIPC Company =

a

Supplier sub-type Private Company (Pty)(Ltd)

South African company /CC registration number 1999/001899/07 (i)
Country of origin South Africa M
Industry classification Information and communication

Allow associates? 0

Figure 3571 Add supplier identification (CIPC Company)
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@ Goperimant DATABASE
oty FOR GOVERNMENT

REPLNILEC OF SOUTH AFRICA

Home Supplier Details Links Reports Contact us  Help My account Log off

Add Supplier RAAA0000373 O Please submit the supplier on the cverview tab once all tabs have been completed,
& Identification & Contacts A Address W Bank W Tax 2 Directors/Members # Associations W Commodities 2 users
K Notifications # Accreditations W B BBEE iZ Overview

Supplier reference number RAAADDDOIZT

Created by joebloggd 32 @gmail.com

Created date 2015-05-23 11:47:00 AM
Supplier type CIPC Company -
Supplier sub-type Private Company [Pty ){Ltd) B
South African company/CC registration number 1555/ D015/ 07 1]
Legal name STATE INFORMATION TECHF | @
Trading name (1]

Business status

Country of arigin South Africa v
Industry classification Information and comamuanication v
Registration date 1955-01-29 12:00:00 AM
Allow associates? [i]

Bac Save

Figure 36 1 CIPC Company added successfully message

7.3.4.Edit supplier identification request for CIPC company
Actions:

1. Click on Supplier Details

2. Click on Edit next to the supplier

3. The following fields can be edited on both a supplier request and when a supplier master record is created
on submit:
1 Supplier type
1 Supplier sub-type
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Actions:

1 South African company / CC registration number

1 Industry classification
1 Allow associates

4. Click on Save

1 A message will display: Supplier edited successfully!

1 The supplier will be listed in the supplier list with a status of Created.

Supplier Details  Links

Add supplier RAAADDDD328

& Identification & Contacts # Address #® Bank W Tax X Directors/Members

B Notifications

Supplier reference number

Creatad by

Creatad date

Edited by

Edited date

Supplier type

Supplier sub-type

South African company / CC registration numbar
Lagal namse

Trading name

Business status
Country of origin
Industry classiication
Ragistration data

Allow assoclates?

Wil national treasury Supgillar identilioation saved sucoscsiily.
[ e ey DATABASE
U REFUILIC OF G20 TH AFRICA

FOR GOVERNMEMT

# Accreditations ¥ B-BBEE  iE Overview

ﬁ Pl=sce cubmit the suppll=r an the gvervies tab ance all tabs heve besn camiplated.

# Associations W Commodities & Users

AAAADD0IIZT
Jo=hiogga32@gmaill. oo
2015-09-23 11:47:00 A
Jo=biogga32 gmaill. com
2015-05-28 04:05: 13 FX
CIPC Campamy
Pritvate Comipamy [Py iLtd)
15955/001833/07 a
STATE INFORMATION TECHN | @

In Business
Siouth Africa

Infarmaatian and comimunoatian

1995-01-23 12:00:00 AM

£
=

Figure 371 CIPC Company saved successfully message

7.3.5.Add supplier identification for state owned entity or government entity
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Follow the below steps when adding a State Owned Entity (not registered at CIPC) or Government
Entity (as per supplier type requirements table).

- If a state owned entity is registered at CIPC then follow the maintain supplier identification for a CIPC
company steps.
Actions:
1. Login onthe CSD
Click on Supplier Details
Click on Add supplier
Select supplier type
Select supplier sub-type

o 0~ w N

Select government breakdown

- The legal name will automatically be populated with the government breakdown selected and the field will not
be editable. The country of origin will default to South Africa will not be editable.
7. Select industry classification
8. Select allow associates if you want to allow other CSD suppliers to associate themselves to this supplier
9. Click on Save
1 A message will display: Supplier identification added successfully!
1 The supplier request will be listed in the supplier list with a status of Created and a supplier application

reference number will be auto generated e.g. RAAA0000023.
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Depariment DATA

Mational Treasury
REPUBLIC OF SOUTH AFRICA

national treasury CENTRBAALS%UPPLIER

FOR GOVERNMENT

Home  Supplier Details Links Reports Contactus Help My account  Log off

Add supplier

& Identification & Contacts A Address W Bank ™ Tax iD rectors/Members #° Associations W Commodities 2 Users

£ Notifications # Accreditations W B-BBEE = Overview

Supplier type Government Entity v
Supplier sub-type National Department v
Government breakdown National Treasury ¥
Legal name National Treasury e
Country of origin South Africa -
Industry classification Other service activities v

Allow associates? (i ]

Figure 381 Add Government entity

41



i{ﬂ} national treasury Supplier identification added successhully.
"y ROPUNILE OF SOUTH AFRICA FOR GOVERNMENT

Home  Supplier Details Links Reports Contact us Help My account Log off

Add supplier RAAADDOD328 @ Please submit the supplier on the overview tab once all tabs have been completed.
& Identification & Contacts ft Address  #Bank  ETax A Directors/Members # Associations ™ commodities 2 Users
& Notifications # Accreditations W B-BBEE  iE Overview

Created by  joeblogg432@gmail.com

Created date 2015-09-23 11:49:11 AM

Supplier type Government Entity w

Supplier sub-type National Department *

Government breakdown National Treasury "

Legal name Mational Treasury a

Country of origin South Africa .

Industry classification Other service activities -
Allow associates? a

Figure 391 Government entity added successfully message

7.3.6.Edit supplier identification request for state owned entity or government entity

Actions:

1. Click on Supplier Details

2. Click on Edit next to the supplier

3. The following fields can be edited if the supplier request has not been submitted:

1 Supplier type

Supplier sub-type
Identification number
Legal name

Industry classification

= =4 -4 A -

Allow associates
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Actions:
4. Click on Save
1 A message will display: Supplier identification saved successfully!

1 The supplier will be listed in the supplier list with a status of Created.

w national treasury Supplier identification saved successfully.

0 = DATABASE
L e nr_wmxoﬁouunm FOR GOVERMNMENT

Home  Supplier Details Links Reports Contact us Help My account  Log off

Add supplier RAAAD0ODD328 @ Please submit the supplier on the overview tab once all tabs have been completed.
& Identification & Contacts # Address W Bank & Tax A Directors/Members # Associations W Commodities L Users
& Notifications # Accreditations W B-BBEE iZ Overview

Supplier reference number RAAAUDDU?ZB
Created by  joeblogg432@gmail.com
Created date 2015-09-23 11:459:11 AM
Edited by  joeblogg432@gmail.com

Edited date 2015-09-23 11:54:28 AM

Supplier type Government Entity »

Supplier sub-type National Department -

Government breakdown National Treasury E

Legal name MNational Treasury a

Country of origin South Africa "

Industry classification Other service activities "
Allow associates? L: ]

Figure 401 Government entity edited successfully message

7.3.7.Submit identification information
Actions:
1. Click on Overview in the menu bar
2. Click on Submit
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Actions:
The submit button will only be enabled when all the required supplier information have been

3.
completed

4. When making changes to the identification information after submitting, Click on Submit to for
changes to reflect.

5. A supplier number and unique registration reference number are auto-generated when a supplier master

record is created

If a non-CIPC company then the user can not edit the supplier type e.g. change the supplier type from

Individual to Partnership. The user must create a new supplier.

~—~ The business registration and directors/ members information of the CIPC company will automatically
be verified with CIPC. The Legal name, Trading name (if relevant), Business status and Registration date will
automatically be returned by CIPC and will display on the Supplier Identification screen. Trading name field is
enabled for all CIPC supplier types that wish to update their trading name. The directors/ members details e.g.
director/member name, surname, identification number etc. will automatically be returned by CIPC and will display
on the Directors/ members screen (refer to Directors/ members section of this document).

These fields are not editable and the supplier should contact CIPC directly if any of the information is inaccurate.

7.4.Contacts information
This section outlines how the user can add, edit, view, remove and save contact information. A supplier can
have multiple contacts of which one must be indicated as the preferred contact.

7.4.1.Add contact information

Follow the below steps when adding a contact:
Actions:

1. Click on Contacts in the menu bar
9 This will display the Contacts list.

= The contact that is logged in will automatically be linked to the new supplier as a contact because a supplier

must have at least one contact. This user will default to the Administration contact type for the supplier.

2. Click on Add Contact
3. Enter E-mail address

—

If the e-mail address already exist on the CSD, a message will display The following contacts were found with the

same e-mail address. Click on Use Contact if you want to use an existing contact. The contact screen will be

prepopulated with the existing contactd s i nf or mat i on
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Actions:

4, Se | dscthis your preferredcontact?6 i f t he contact is the suppl i ¢

= There can be multiple contacts but only one preferred contact.

If this option is selected and the contact is not a CSD user, then a message will display A preferred contact must be
a registered user. Do you want to create this contact as a user? Select OK or Cancel. If the user selects OK then
the 6Do you want thi s c oimdicatorts automatieally€heckddelf the us€r SdlectaiGaecel ?

then the preferred contact indicator will not be checked.

If the preferred contact indicator is selected and another contact also has a preferred indicator then a message will
display: Another contact is already marked as the preferred contact and will automatically be changed to not
preferred.

5. Select identification type

6. Enter identification number

- |f a foreign passport number or foreign ID number is captured, the work permit number is optional and can be
entered if available.

7. Enter name(s)

8. Enter surname

9. Select contact type

10. Select preferred communication method

= Multiple communication methods can be selected. The default will be set as e-mail. If a communication
method is selected then the corresponding field must be entered e.g. if telephone is selected then the Telephone

field must be entered.

If Postal address is selected and a postal address does not exist for the suppplier then a message will display: No
postal address exist for this supplier.

11. Enter telephone number

12. Enter cellphone number

13. Enter fax number

14. Enter toll free number. This is an optional field.

15. Enter website address. This is an optional field.

16. Select Do you want this contact to also be a CSD user?

17. Click on Save

1 A message will display Contact saved successfully!
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Actions:

= |f a user with the same e-mail address already exist then the existing user will be linked to the supplier
contact. I f no user-maiil stagd dwietsls tt he nc anthawt s ee i s
an activation e-mail with an activate account link and temporary password is sent to the new user. Once the user
activates his/her account (reveives OTP via SMS) the user will be prompted to enter the temporary password and

create a new password. The new user is also created on the users list.

ﬂg} national treasury CENTRAL SUPPLIER
‘ A. El;i}?:nﬁgl‘?r'r::asury DATABASE
Y FOR GOVERNMENT

REPUBLIC OF SOUTH AFRICA

Log off

Home  Supplier Details Links Reports Contact us Help My account

Add supplier RAAA0000328 @ please submit the supplier on the overview tab once all tabs have been completed.

Work
Preferred Identification permit Cellphone CSD
contact Name Surname Identification type number number Contact type number user Status Edit View
’ Joe Blogg South African 6212120172080 Administration 0742617395 ¥ Verification

Identification Number Mot Required

+ Add Contact

Back

Figure 411 Contact list
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Identification type <Select identification type> .
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Contact type <Select contact type> .
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Figure 421 Add Contact
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Figure 441 Preferred contact to be created as CSD user
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Figure 451 Another contact marked as preferred contact

50



































































































































































