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0. INTRODUCTION 
 
The newtron AG provides a supplier portal which is used for the registration of suppliers and 
realization of requests for quote and auctions of a multitude of customers.  
 
For fast and easy use of all functions, please register as a supplier on the newtron platform.  
 
This guide briefly explains the registration process and how to complete supplier self-
assessments (SSA).  
 
The guide consists of the following chapters: 
 
Chapter 1 How to register as a supplier on the newtron platform  
 
Chapter 2 Completion of an SSA 
 
Chapter 3 Information about the supplier portal 
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1. HOW TO REGISTER AND LOG ON 
 
 

1.1.  INVITATION TO REGISTER 
 
Your customer will send you an invitation by email to register on the portal. 

 

Invitation 

 

Dear Sir or Madam, 

 
The Customer company would like to invite you to their Supplier Self-assessment and is kindly asking you to 
complete all questions marked as required.   
 
„Presentation of customer to supplier“ 

To access the internal questionnaire, please register using the following link: register now.  

In general, all public SSA’s of our customers can be accessed after a successful registration under the menu 

option: Supplier Self-Assessment.  

Kind regards 

 

Your Customer Services Team 

newtron AG 

 

newtron AG  |  Budapester Straße 3-5  |  D-01069 Dresden  |  Germany  |  www.newtron.ag 

 
  

 

    

 

http://www.newtron.ag/
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1.2. REGISTRATION 
 
You will be guided directly to the portal by clicking on the link „register now“ in the 
invitation email.   
To register, please click on the „Register“ button.  
 

 
 
 
The  fields marked with an asterisk (*) must be completed in order to register your 
company. 
 

 
 
Below your company information you have the option to select one of the services offered 
on the platform.  
 
The Basic access allows you to administrate your company profile, respond to supplier self-
assessments (SSA) and participate in requests for quote.  
   
After completing your company information, please enter all necessary information to add a 
„Contact person“. Once you have completed all information, please click on „Register“. 
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The newtron Customer Services Team will check your registration and – if applicable – will 
synchronize the information with already existing company entries or create a new 
company account for you. Once all information has been verified we will provide you with 
your personal access information via email. 
 

1.3. LOGIN  
 
After receipt of your personal access information, please log on to the newtron platform. 
 

 
 
For security reasons we have provided you with a temporary password first which you will 
be able to change into a personal password after your first login. To do so, please follow the 
instructions on your screen.   
 
The password validity time is limited to 3 months. After 3 months, you will be asked to 
change the password. If you wish to extend the password validity time, please contact the 
newtron Customer Services Team. 
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2. SUPPLIER PORTAL 
 
The newtron trading platform is also available in various different customer designs.  
If you are using the platform for several customers of ours, you might experience different 
color designs and logos each time you log on to one of the customer portals.  
However, all functions and options are the same on each customer-specific portal. 

2.1. SELECTION OF THE SUPPLIER SELF-ASSESSMENT 
 
In the first step, we will briefly describe how to complete the supplier self-assessment.  
After having successfully saved your own personal password, you will access your personal 
home screen. 
To complete the supplier self-assessment, please click on the menu option marked:  
 

 
 
 
The next screen will display an overview of all current SSA questionnaires.  
 
In the upper area you will find the SSA’s to which you were invited directly by your 
customer.      
 
In the lower area you will find all public SSA’s of other active customers on the newtron 
trading platform. You have the option to apply as a supplier to other customers interesting 
to you and your company.  
 
The SSA overview shows the response/editing status of your questionnaires: 
Green symbol -> SSA completed and sent 
Yellow symbol -> SSA response in progress 
Red symbol -> SSA was declined by customer 

 -> public SSA 

 -> by invitation only 
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To edit the questionnaire, please click on the tool symbol on the right hand side.  
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2.2. EDITING OF THE SUPPLIER SELF-ASSESSMENT  

 
You may now complete all required information. Please note that all required fields are 
marked with an asterisk and must be completed before sending the response. You may 
continue editing the information at a later point in time. To do so, please make sure to save 
all entries made until that point and exit the SSA.  
Once all information is completed, please click on “Send”.  
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3. ADDITIONAL INFORMATION ABOUT THE SUPPLIER 

PORTAL 
 
The platform allows you to edit your company profile on the platform to present your 
company in the trading directory. In addition to a complete company profile you are also 
able to participate in inquiries and requests of many purchasing companies, or you can 
order ad hoc items in the newtron WebShop. 

3.1. DASHBORAD 
 

Once you have logged on you will arrive at the platform dashboard. This home screen allows 

you to access all functions of the market place approved for your user account.   

Different short links are accessible through the Menu at the top of the page. By clicking the 

„Dashboard“-button you will be able to return to your home screen.  

The „Cockpit“–button guides you to your personal cockpit (please see next page for details). 

The „Messages“– button will lead you to the message system where you will find all 

messages that you have received regarding your platform activity. 
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3.2. COCKPIT 

 

The Cockpit will keep you updated on all currently running negotiations, your own 

negotiations as well as public negotiations. By clicking on the number to the right in each 

line an overview of the matching negotiations will be displayed. 

 

 

3.3.  MESSAGES 
 

In the „Messages“ area you will find all messages that have been automatically generated 

by the platform or by a customer. Those messages will also be forwarded directly to your 

email account. You may narrow down your search for certain messages with the help of our 

filter options on the top.  
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3.4. MENU 
 

The Menu displays all available platform functions.   

The Trading Directory allows you to search for other companies delivering and offering a 

wide variety of services and products.   

The Negotiations option will send you straight into the negotiation overview. 

The Supplier Self-Assessment option will guide you to all available supplier self-assessments 

on the platform. 

 

 

3.5.  SETTINGS 
 

The „Administrate“ section allows you to edit your company profile, presentation and your 

own Login. We strongly recommend that you create and save a portfolio of your products 

to-be-displayed in the trading directory and as the basis for receiving invitations to 

negotiations from new customers. 

 


