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Supplier Registration 

This document is to be used by Suppliers who wish to be add their details to the NHSS approved 

Schedule of Supplier web site. 

Supplier Registration 

Log onto the Schedule of Suppliers and select ‘Register as a Supplier’. 

 

The following screen should appear: 
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Create new account 

Please populate all the fields. (Note all fields with an * are mandatory). 

Account Type 

Use the dropdown arrow to select if you are a Supplier or a Certification body. 

Once you have ticked the ‘I agree with Terms and Conditions*’, click on the ‘Create New Account’ 

at the bottom of the screen. 
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You will receive an email, saying the account is currently pending approval. 

 

Please make sure that you check your junk folder. To avoid emails from going into the junk folder 

you can follow the instruction in this URL: https://emailmarketing.comm100.com/email-marketing-

tutorial/emails-going-to-junk.aspx (Please note this is an external site which has no association with 

Lantra). 

Once the account has been approved or denied by Lantra, a secondary email will be sent to you 

informing you that your account at Schedule of Suppliers has been activated or denied (if you have 

been denied an explanation will be sent to you as to why). 

Within the email you will be asked to click on the URL link to add your password (see below). 

 

 

 

 

 

https://emailmarketing.comm100.com/email-marketing-tutorial/emails-going-to-junk.aspx
https://emailmarketing.comm100.com/email-marketing-tutorial/emails-going-to-junk.aspx
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Adding Supplier Password 

Once you have selected the first URL, the following should appear. 

 

Select LOG IN and the following screen should appear: 

Please follow the instructions below. 
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Please add if you are a Supplier or Certificate body from the Account Type field. 

If you have selected Certificate Body, please select your Certification body using the downward 

arrow key. 

Select Save and the changes you have made will be confirmed. 

 

 

Please note the above Password and Email address you have added will now be your account login 

for Schedule of Suppliers. 
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Business Profile 

At this point you will need to update your Business Profile – Select the tab and the following screen 

should appear. 

Please populate all fields. 

 

 

The next section will inform Schedule of Suppliers about services that you provide and your Contact 

information.  
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To add a company logo simply select the Browse button, locate the image with the file type specified 

below. 

If you have a Facebook / Twitter or LinkedIn account please populate the relevant fields.  

 

Adding areas \  Region 

You can add what Regions you cover. You can multi select these by holding down the CTRL key. 

 

Schemes 
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Within the tab below select Schemes you offer. You can multi select by holding down the CTRL key. 

 

Continue to populate the fields below and select Save if you wish to save and come back to make 

further amendments or select Send of Approval. If you have select Send for Approval, you should 

receive an email to say the profile you have set up is sent for review. 

 

 

 

 

Email to be changed 

 

Once the Profile has been reviewed or denied by Lantra you should receive an additional email 

informing you that your profile has been approved and that you can now add your Supplier 

Certificates. If you are denied approval you will be informed with the reasoning why. 
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Supplier Certificates 

You will need to log back into Schedule of Suppliers and select the Supplier Certificates tab. 

 

Select Add a certificate and the following screen should appear. 

Please populate all fields – please ensure that certificates are correct and in date.  

 

Fill in all the details and the following screen will appear. 
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At this point you can add any additional certificates. Please note the previous certificate will show as 

Under Review – this is because it has not been approved by the Schedule of Suppliers team. 

 

Once the SOS team have reviewed the certificates, an email will be sent to you informing you that 

either the certificates have been approved and published or they have been rejected (the reason for 

the rejection will also be sent to you). 

Your Profile will now be LIVE in the Search results. 

Premium Supplier 

You will now be able to see your details within the Search function. This is your basic information 

package. For users to see what Areas you cover or what Schemes you supply, you will have to 

become a Premium Supplier. (Please note this also includes automatic reminders when your 

subscription is soon to expire (90 days / 30 days / 7 days and 1 day)).  

If you Login as yourself and from the tabs select Premium Supplier. 
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Annual subscription amount to be confirmed 

Select , this will take you to the PayPal wizard. 

Log using your personal credentials. 

The following screen will appear:
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If you have a PayPal account enter your details and Log in. You will now be able to select Pay now. 
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The following screen will appear showing confirmation of being upgraded to Premium. 

If you do not have a PayPal account you can select Check Out as a Guest from the front screen (See 

above). Here you will be able to pay using either your debit or credit card. 
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Go back to Schedule of Supplier home page (Select HOME). Search yourself buy entering your 

company name, you should now see your company name in green at the top of the page. 

If you select the View Page button, you should see Areas / Schemes /Certificates you have loaded 

and your location. 

 

Please note you can update your information whenever you like by using your personal details. 


