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If you are logging into the system for the First Time. 
You will receive two email notification that your company has been invited to complete Supplier Registration

1. Sample email - Supplier Registration 2. Invitation to Complete Supplier Registration Form 
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1. Click “Verify Account”.

2. Login page for Account Verification appears. 

3. Enter email address.

4. Click Continue. 
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1. You will receive an email with an OTP 
number. Enter OTP number.

2. Click Continue.

3. Enter your mobile number. 

4. Click Continue.
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5. Enter OTP number 

6. Click Continue

7. Set your password

8. Click Submit
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1. You will be directed to the 
Homepage.

2. Under Overview of Supplier 
Registration/Profile Change 
requests.

3. Click on ‘Pending my 
action’.

4. You will see request listing 
to onboard your company.
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1. All fields in the form are compulsory.

2. Input the Company Details.

3. Company name as per registration certification.

4. GST Registration No. is not applicable for overseas supplier if your company is not GST 
registered in Singapore (to fill in as NA).
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Supplier Registration Form – Company Details
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Supplier Registration Form – Billing Information

1. Please select the invoice currency. More than one billing currency can be selected.

2. Download the Bank account information. Please sign, date and stamp the form and 
ensure bank account provided is in the same currency as your invoices. If there is no 
company stamp, please submit the form in your company letterhead or with a copy of 
the latest redacted bank statement.

3. Upload the complete form. 
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Supplier Registration Form – Supplier Contact Information

1. Primary Contact (Account Manager/Admin/Finance).

2. PO and Payment related Contact Person - this person will handle PO and invoice 
related matters.
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Supplier Registration Form – Sustainable Sourcing Principles (SSP)

1. All suppliers are required to sign the SSP Form.

2. Download and sign the SSP Form.

3. Select ‘Yes’.

4. Please upload your signed, dated and stamped SSP form.
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Supplier Registration Form – Save Registration Form

1. Click ‘Save’.

2. Click ‘Next’.
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Supplier Registration Form – Submit Registration Form

1. Review and attest to the Acknowledgement.

2. Click ‘Submit’.
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Supplier Registration Form – Pending Review with DBS

Your registration form is now pending review with DBS. You will receive email notification if you 
are required to rework on your submission.
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Completion of Supplier Onboarding

Once you are successfully onboarded, you will receive a Completion of GPS Supplier 
Onboarding email with the relevant instruction/guide.
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Edit Supplier Profile
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For existing suppliers, you can access 
supplier profile via the navigation pane.

Supplier Profile
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1. Click ‘Edit’.

2. In the popup, tick the checkbox for 
sections you wish to edit.

3. Click ‘Edit’.
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Note: For change of company name, please contact gpssg_supplier@dbs.com

mailto:gpssg_supplier@dbs.com


Edit Supplier Profile - Example

1. Depending on the 
checkbox ticked, the 
corresponding section(s) 
will be opened up for edit.

2. After inputting the 
changes, click ‘Submit 
changes’.
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Edit Supplier Profile - Audit Trail and Changelog

1. Submitted changes will be logged 
under Audit Trail and Changelog.

2. You will receive email notification once 
the change request is approved/if you are 
required to rework on your submission.
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FAQ – Getting Started/Account Setup

1. How do I register for a new account? You will receive an email to verify and set up your account 
in SDD during onboarding process (refer to slide 4).

2. I forgot my password. How do I reset it? You can reset your password by clicking on the ‘Forgot 
Password’ link on the homepage.
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FAQ – Profile Information/Documents

1. What information do I need to provide? In general, we will require company details, billing 
information, primary contact, and PO/Payment related contact.

2. Which documents are required for onboarding? Please provide company registration 
certification, GST certification (if applicable), Bank Account Information (BAI) form, 
andSustainability Sourcing Principles (SSP) Form.

3. How do I upload documents? What file formats are accepted? Documents can be uploaded via 
file upload/drag and drop. Commonly accepted file formats are .doc, .pdf, .xlsx.

4. How do I update my company details/contact information? For update of company 
details/information, please access the supplier profile and raise an edit request (refer to slide 19).

5. Who can I contact if my question isn't listed here? For further queries on SDD, please write to 
gpssg_supplier@dbs.com.
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