AMPLIFA PROCUREMENT GLOSSARY

Supplier onboarding: integrating suppliers in
a structured and compliant manner

Supplier onboarding refers to the structured process by which companies admit new suppliers from
first contact to full integration capability in procurement systems and delivery processes. It covers
qualification, verification, data creation, contractual arrangement and operational activation.
Professionally designed onboarding reduces risks, shortens time-to-source and creates the data
basis for later steering instruments such as the supplier rating model.

Key facts

» Supplier onboarding covers the path from first contact to the first smooth order and delivery.

» Typical elements include compliance and risk checks, supplier master data maintenance, contract
conclusion and system activation.

* In practice, complete onboarding often takes between two weeks and several months depending on
the industry and depth of checks.

» A standardised requirements catalogue with clearly defined mandatory and optional criteria
significantly accelerates qualification.

- Digital self-disclosure portals reduce the manual effort for buyers and suppliers alike.

» Cleanly onboarded suppliers form the prerequisite for supplier evaluation, framework delivery plan
steering and catalogue content management.

Definition: supplier onboarding

Supplier onboarding is the systematic integration of new suppliers into a company's procurement
organisation. The process begins with registration or qualification and ends with operational activation
for orders, deliveries and invoicing.

Distinguishing it from supplier qualification

Supplier qualification is a sub-aspect of onboarding and checks whether a provider meets the
professional mandatory and optional criteria. Onboarding goes beyond this: it also governs contractual,
data-related and logistical integration, such as creation in the ERP system, agreement of Incoterms
such as EXW or the connection for the Advance Shipping Notice (ASN). Mixing up qualification and
onboarding risks incomplete master data and subsequent verification problems.

Distinguishing it from supplier management

While onboarding is a one-off, project-like activity, ongoing supplier management comprises all
downstream activities: supplier evaluation, development, audits and deselection. Onboarding provides
the foundation for this. If mandatory fields and master data are maintained sloppily there, later
processes such as supplier master data maintenance, requirements management or commodity
indexation suffer from faulty data.
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Methods and approach in supplier onboarding

A sound onboarding follows a clearly defined sequence with unambiguous responsibilities and interim
checks. A division into qualification, verification and activation with standardised forms and digital
workflows has proved its worth.

Qualification via standardised criteria

At the start there is a requirements catalogue that distinguishes mandatory and optional criteria.
Mandatory criteria such as certifications, financial ratios or delivery capability must be met; optional
criteria such as additional services or sustainability certificates serve differentiation. Such a catalogue
makes the decision traceable and prevents qualification from depending on individual assessments by
the respective buyer.

Risk assessment and compliance checks

Before activation, companies typically verify financial and creditworthiness data, sanctions lists,
ownership structures, certifications and, for critical categories, manufacturing capability on site. An audit
plan defines which suppliers are audited on site when — critical suppliers more frequently, C-suppliers
less often. A risk heatmap helps to grade the depth and frequency of checks by category and purchase
volume.

Contract and data creation

The conclusion of a framework agreement or a package of terms and conditions of purchase governs
prices, delivery terms, warranty and compliance obligations. Important topics such as bonus
agreements, automatic contract extension or commaodity indexation should be decided deliberately and
not through tacit extension clauses. In parallel, supplier master data maintenance takes place: bank
details, delivery addresses, contacts, terms and documents are created in the system with defined
mandatory fields and plausibility-checked.

Digital support and system integration

Modern onboarding processes increasingly run via supplier portals with self-disclosure. The provider fills
in master and qualification data themselves, uploads certificates, and the company checks and releases
the record.

Self-disclosure instead of paper files

Digital portals shift the data entry effort to the supplier, who knows their own data best. The buyer only
checks completeness and plausibility. In practice this significantly reduces lead times, because queries
are handled in a structured way via the system and the status is visible at all times. A clean definition of
mandatory fields is important so that incomplete records do not reach the release stage.

Connection to ordering and logistics processes

A supplier is only fully onboarded once it is connected to the ordering system, inventory management
and, where applicable, Edifact or API interfaces. This includes agreeing whether orders are transmitted
by email, portal or EDI and whether the Advance Shipping Notice (ASN) is reported digitally. For indirect
goods, integration into catalogue content management processes is often the result, so that article
catalogues remain up to date and correctly priced.
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Integration into tendering processes

Onboarding interlocks with upstream procurement processes: interested parties emerging from a bidder
information or an RFQ can be transferred directly into the onboarding workflow. Where relevant
documents such as bidder information, evidence and quotations are held in the award documents, these
should be transferred consistently into the supplier file. Elements of a tendering strategy such as Best
and Final Offer (BAFO) or a bidder reprimand also affect which documents are later needed for contract
conclusion.

Key KPIs and performance measurement

Like any process, supplier onboarding can be steered using key figures. Central metrics are lead time,
data quality and degree of automation.

Time-to-first-order and lead times

Time-to-first-order measures the time from registration to the first order delivered. In practice,
companies without a structured process often take several months, while well-organised processes
frequently achieve a few weeks. It is also worth looking at the dwell time per process step to make
bottlenecks visible — for example in contract review or in the finance department.

Data quality and completeness rate

The rate of records captured completely at first contact shows how well mandatory fields, forms and
feedback processes work. In practice, completeness rates of over 95 per cent are regarded as a good
target. In addition, it is possible to measure how many master data changes have to be corrected
retrospectively — an indicator of the quality of the initial check.

Drop-out rates and costs

How many registered suppliers abandon onboarding before activation reveals something about the fit of
the qualification criteria and the practicality of the process. The processing cost per onboarded supplier
and the return on investment of a portal or workflow show whether the automation pays off. Typically,
digital onboarding solutions amortise the faster the onboarding volume per year is.

Risks and controls in onboarding

Inadequate onboarding is a frequent cause of later delivery, compliance and financial risks. Preventive
controls in the admission process are considerably cheaper than subsequent corrections.

Compliance and sanctions risks

Without systematic screening of sanctions lists, ownership structures and certifications, a company can
inadvertently do business with impermissible partners. Ongoing obligations are also critical: sanctions
list status and certificates should be re-checked not only during onboarding but at regular intervals.
Legal requirements, for example on supply chain due diligence and export control, must be examined
separately in each individual case and depend on industry, product and country.

Financial risks

A classic risk is altered or manipulated bank details that later lead to erroneous payments. Proven
measures include the call-back method for new and change requests, the four-eyes principle for master
data release and the separation of data entry and release. Credit checks at admission also protect
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against defaults when significant purchase volume is later awarded to the new supplier.

Process risks and shadow sourcing

If onboarding is too lengthy or impractical, user departments bypass the process and order from
unverified suppliers — so-called shadow sourcing. Remedies are short lead times for low-risk suppliers,
a lean fast-track procedure for low-risk categories and clear escalation paths. An audit plan and periodic
supplier evaluations then ensure that the once-verified status does not become outdated.

Current developments in supplier onboarding

Onboarding is changing as a result of digitalisation, sustainability requirements and growing supply
chain transparency requirements. Processes are becoming more automated, while at the same time the
scope of checks is increasing.

Automation and Al-supported checks

Document recognition and automatic plausibility checking shorten processing times, for example when
extracting certificates, commercial register extracts or invoice data. Al-supported systems can largely
automate sanctions list screening, negative news searches and master data matching. In practice, final
professional release often remains with a human, especially for critical categories and high purchase
volumes.

Sustainability and supply chain transparency

Sustainability, CO and human rights disclosures are increasingly finding their way into the onboarding
guestionnaire. Standardised self-disclosures and industry-shared data services reduce the effort for
both sides here. Companies should clarify which disclosures are mandatory (mandatory criteria) and
which are optional (optional criteria), so as not to deter suppliers with overloaded forms.

Standardised exchange formats and marketplaces

Digital B2B marketplaces and standardised provider profiles shift part of the onboarding forward:
providers are already recorded there with master data, capabilities and certificates, and buyers can
search specifically for manufacturing services. This shortens selection but does not replace
company-specific verification and system creation. It should also be clarified early on whether strategic
projects will be accompanied with Early Supplier Involvement, since qualification and confidentiality
rules must be agreed in advance for this.

Introducing supplier onboarding step by step

Anyone wishing to professionalise an existing ad-hoc process should proceed in stages: first
standardisation, then digitalisation, then automation.

Step 1: define process and criteria

First, the process flow, responsibilities, mandatory and optional criteria and mandatory fields must be
documented in writing. Risk tiering is important: critical direct materials require deeper checks than
low-value indirect goods. A steering committee or a named process owner decides on exceptions.

Step 2: select tools and pilot
Only then is tool selection worthwhile — ranging from structured forms to a supplier portal. A pilot with
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one category and a limited group of suppliers is recommended, followed by measuring lead time,
drop-out rate and data quality. Only once the key figures are right does the roll-out to further categories
follow.

Typical metrics

Time-to-First-Order: 2—8 weeks
Time from registration to first order placed; varies considerably depending on risk

Master data completeness rate: > 95%
Proportion of complete records at first contact; higher is better

Onboarding drop-out rate: < 10-15%
Proportion of processes abandoned; a high rate indicates unsuitable criteria or an overly laborious process

Degree of automation: > 50%
Proportion of mandatory fields and checks validated automatically, depending on tool maturity

Processing cost per onboarding: several hundred to over a thousand euros
Usual guideline figure; falls significantly with portal automation

Practical example

A mid-sized mechanical engineering company with around 400 active suppliers previously had no
standardised admission process. New providers were onboarded by email, master data was incomplete,
and the first order was often placed before contracts and certificates had been verified. After several
complaints due to unclear certifications, the company introduced a three-stage onboarding process.

« Standardised requirements catalogue with mandatory and optional criteria per category, including
certifications, manufacturing processes and capacity evidence

- Digital self-disclosure portal with defined mandatory fields, automatic sanctions list checks and a
document repository for certificates

» Fast-track procedure for low-risk C-parts and an in-depth verification path with audit plan for critical
A-suppliers

* A downstream supplier rating model that uses the onboarding data as the initial rating and informs
supplier development

Conclusion

Supplier onboarding is far more than a form-filling process: it lays the data, contractual and risk
foundation for the entire subsequent supplier relationship. A structured sequence with clear mandatory
and optional criteria, clean supplier master data maintenance and risk-tiered depth of checks shortens
time-to-first-order and prevents costly rework. Digital portals and automated checks noticeably reduce
the effort, but do not replace professional release. Those who interlock onboarding and ongoing supplier
management create transparency across the entire purchase volume. For buyers, the investment is
particularly worthwhile because admission errors can only be corrected retrospectively at great effort.

Frequently asked questions

What does supplier onboarding mean?
Supplier onboarding is the structured process of admitting new suppliers to a company. It covers
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gualification, compliance and risk checks, contract conclusion, supplier master data maintenance and
activation for ordering. The goal is a supplier who is fully capable of ordering and delivering, is
compliant, and does so without media discontinuity.

How long does supplier onboarding take?

In practice, complete onboarding typically takes between two weeks and several months. The depth of
checks, the category and the supplier's willingness to enter data are decisive. A fast track for low-risk
suppliers and digital self-disclosure processes significantly shorten the lead time.

What documents does a supplier need during onboarding?

Commonly required are commercial register or trade licence extracts, certificates (e.g. ISO), evidence of
insurance and creditworthiness, tax information, confirmed bank details and, where applicable, industry
and compliance declarations. The specific list of requirements should be defined per category using
mandatory and optional criteria. For critical suppliers, audit reports and references are added.

What steps does supplier onboarding include?

Typically five steps: registration and self-disclosure, qualification against defined mandatory and optional
criteria, compliance and risk checks including sanctions lists, contract conclusion and data creation, and
operational activation for orders and deliveries. After that, ongoing supplier management begins with
evaluation and regular re-checks.

How does supplier onboarding differ from supplier qualification?

Qualification only checks whether a supplier meets the professional requirements. Onboarding goes
further and integrates the supplier contractually, in terms of data and operationally — from the framework
agreement via master data to the connection for orders and Advance Shipping Notice (ASN).
Qualification is therefore part of onboarding.

Why is supplier onboarding important for companies?

It prevents compliance breaches, erroneous payments and quality problems before they arise, and
creates clean master data as a basis for evaluation and steering. An efficient process also shortens
time-to-source and prevents shadow sourcing by user departments. Onboarding thus has a direct
impact on procurement costs and security of supply.
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