AMPLIFA PROCUREMENT GLOSSARY

Vendor Onboarding: Integrating suppliers into
the procurement process in a structured and
compliant manner

Vendor onboarding refers to the structured process by which companies integrate new suppliers
commercially, legally and operationally into their procurement organisation. It covers the review and
recording of master data, certificates and compliance evidence through to the technical connection
to ordering and invoicing processes. A well-organised onboarding process reduces process risks,
accelerates the time to first order and creates the data foundation for a sustainably high-performing
supplier relationship.

Key facts

» Vendor onboarding covers master data maintenance, compliance checks, contract conclusion and
the technical integration of a new supplier.

« In practice, a complete onboarding typically takes between a few days and several weeks,
depending on the depth of checks and the industry.

« Core elements are self-disclosure, document review, risk assessment, approval and master data
creation in the ERP system.

» IBAN verification and the monitoring of bank details are among the most important safeguards
against fraud.

« A digital, self-service-based onboarding significantly reduces the manual workload on both the buyer
and supplier side.

» Standardised processes improve data quality and counteract savings leakage caused by incorrect
terms in the long term.

Definition: Vendor Onboarding

Vendor onboarding is the controlled transition process from potential supplier to active contract and
vendor partner. The aim is to record all information, evidence and system accesses required for the
collaboration completely, correctly and in an audit-proof manner before operational transactions take
place.

Distinction from supplier qualification

Supplier qualification assesses the professional suitability of a vendor — for example via sample
deliveries, technical audits or evaluation methods such as Gage R&R for measuring equipment. Vendor
onboarding, by contrast, focuses on administrative and legal integration: creating the vendor record,
concluding contracts and defining the payment route. In practice, both processes often run in parallel but
should have clearly separated responsibilities and milestones so that no order is triggered before
approval has been completed.
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Occasion and triggers of onboarding

Onboarding can be triggered by various events: the outcome of a prequalification competition, a new
demand confirmation from a user department, replacement sourcing following the failure of an existing
supplier, or strategic decisions such as nearshoring to shorten supply chains. It is important that the
trigger is documented so that the company's procurement policy is complied with and it remains
traceable later why a new vendor record was created.

Elements and process of vendor onboarding

Effective onboarding follows a fixed phase model. It begins with the enquiry and self-disclosure,
comprises review and approval, and ends with master data creation and the first business transaction.
Depending on the supplier's risk class, the review steps are graduated.

Self-disclosure and document requirements

In the first step, the vendor provides its master data itself: commercial register extract, tax ID or VAT
identification number, IBAN, contact details, certificates such as ISO 9001 evidence, and information on
insurance cover and capacities. A structured portal or form prevents incomplete entries. In addition,
depending on the industry, evidence on supply chain decarbonisation is required, such as CO data or
information on the energy mix, which are becoming increasingly relevant for reporting obligations along
the supply chain.

Compliance and risk assessment

The reviewing buyer or a specialised unit checks the submitted documents. Typical review points are
creditworthiness, sanctions list screening, ownership structures of subcontractors and IBAN verification
to prevent payment diversion fraud. For higher risk classes, in-depth checks are added, for example
evidence of compliance with occupational health and safety and human rights standards. The result is
documented and leads to a risk classification that determines the depth of future monitoring.

Contract, terms and master data creation

After approval, the contractual foundations are concluded — often a framework agreement in the form of
a master service agreement (MSA) for services or a framework purchase agreement for goods,
supplemented by a service level agreement (SLA) with measurable delivery and quality targets. Only
then is the vendor record created in the ERP system, including payment route, ordering and invoicing
logic. Invoice processing can subsequently be further digitised through invoice automation, supporting
optimisation of the vendor payment cycle.

Methods and approach for efficient onboarding

The approach determines whether onboarding becomes a smooth standard process or a
resource-consuming one-off case. Standardisation, self-service and clear governance have proven
effective.

Process standardisation and self-service

A high degree of standardisation in request forms and review steps reduces loops and follow-up
queries. ldeally, the supplier maintains its own data in a portal that includes validations such as
plausibility checks and format requirements. The buyer then only reviews approvals and subject-specific
matters. This measurably reduces throughput time and shortens the requisition cycle time from demand
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to order, because the onboarding gap no longer acts as a bottleneck in between.

Risk-based tiering

Not every supplier requires the same depth of checks. A matrix combining the criticality of the delivered
item or service (individual part, A-part, service) with financial exposure has proven effective. For
strategic suppliers with high purchase volumes, which later become visible in the spend cube, credit
checks, audits and sample deliveries are appropriate. For catalogue or occasional buyers, a basic check
is sufficient. Risk-based tiering keeps effort proportionate to benefit and secures the return on
investment of the onboarding process.

Onboarding responsibilities and service levels

Clearly allocated roles — procurement administration as the driver, the user department as technical
assessor, and finance and IT as approvers for terms and system integration — prevent friction losses. An
internal service level agreement (SLA) for onboarding, for example with a target processing time per risk
class, makes the process measurable and creates transparency for internal stakeholders waiting for
rapid fulfiiment of their needs.

Key KPIs in vendor onboarding

Without metrics, process quality remains invisible. Key measurement dimensions concern speed, data
quality and the process capability of the workflow.

Throughput times and completeness

The lead time from the start of onboarding to vendor record creation is the most commonly used metric;
in practice, good values typically range from a few days for standard cases to several weeks for critical
suppliers, depending on the risk class. In addition, the rate of fully submitted documents in the first pass
is measured — it shows how clearly the requirements are communicated. A target-actual price
comparison between contractually agreed and actually ordered terms reveals whether agreed price
packages have been correctly reflected in the master data.

Quality and cost of poor quality

The number of subsequent changes to master data — such as corrected bank details or incorrect
delivery terms — is a strong indicator of the process capability of onboarding. Every correction incurs
downstream costs: failed payments, manual invoice clarifications and follow-up queries. Anyone
measuring this systematically will also detect savings leakage, i.e. savings that are lost again through
incomplete or incorrect master data and unused terms.

Risks and controls in vendor onboarding

Onboarding is procurement's central control loop. This is where risks are addressed that could later
become costly or dangerous.

Payment and fraud risks

The most common type of loss is manipulated or forged bank details. Controls include IBAN verification
against official bank master data, a call-back verification process via an already known contact source
for changes to existing vendor records, and plausibility checks of account holder and company name.
For new or financially weak suppliers, a bank guarantee or prepayment protection can limit default risks
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until the business relationship is stable.

Compliance, quality and dependency risks

Missing certificates, unclear ownership structures or undocumented subcontractors can become
relevant to liability, particularly in relation to regulatory reporting obligations along the supply chain.
Countermeasures include recurring document checks, defined escalation paths and reference to legally
binding contracts such as a master service agreement (MSA) with recourse and audit clauses.
Economic dependencies should also be assessed during onboarding before a single-source risk arises.

Data quality and ongoing maintenance

Onboarding does not end with vendor record creation: bank details, certificates and contact persons
become outdated. A recurring review cycle, for example annually for strategic suppliers, keeps the data
stock up to date. Coupling it with invoice automation and payment runs makes deviations quickly visible,
as rejected payments or clarification cases act as early indicators of data problems.

Current developments in vendor onboarding

Digitalisation, sustainability evidence and a changing procurement strategy are continuously altering the
requirements placed on onboarding.

Digitalisation and platform solutions

More and more companies are moving onboarding to digital supplier portals or marketplaces on which
vendors present themselves as pre-qualified. This shortens the time to bid readiness and shifts part of
the administrative burden to the platform. In addition, automated checks — from sanctions list screening
to register data verification — are taking over manual control steps. Integration into ordering, invoicing
and payment systems remains the decisive factor for a seamless digital process.

Sustainability and resilience data

Requirements on supply chain decarbonisation and social standards are finding their way into
self-disclosures: emissions data, energy sources, recycling rates and human rights concepts are
increasingly being requested as onboarding fields. In parallel, the importance of resilience criteria —
delivery times, levels of vertical integration, nearshoring potential — is growing, and these are captured
during onboarding to enable rapid reallocation in the event of supply failures.

Closer coupling with the sourcing phase

Forward-looking companies integrate onboarding into the tendering phase: before the opening of bids,
applicants must provide a minimum data set in order to be eligible to participate at all. After the award
decision, only supplementary information is then required instead of a completely new capture. This
linkage reduces duplicate work and noticeably shortens the time to first order.

Typical metrics

Onboarding throughput time: typically 3—-20 working days
depending on risk class; standard cases shorter than critical suppliers

First submission completeness rate: > 90%
share of submissions without follow-up queries; indicates clarity of requirements
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Master data error rate: < 2%
share of vendors requiring subsequent corrections

Degree of onboarding automation: > 70%
share of steps without manual processing

Practical example

A mid-sized machinery manufacturer with around 600 active suppliers had previously only been able to
onboard new vendors via unstructured email threads; the lead time to first order was often several
weeks, and two cases of manipulated bank details caused payment rework. The company introduced a
risk-based three-stage onboarding process combined with a digital self-disclosure.

» Standardised online form with mandatory fields for register data, IBAN verification and certificates

« Risk matrix with graduated check depths: basic check for occasional buyers, audit and sample
delivery for A-part suppliers

* Internal SLA with target processing times per risk class and a clear allocation of roles between
procurement, user department and finance

» Automated connection of approved suppliers to the ordering and invoicing process, including invoice
automation

Conclusion

Vendor onboarding is far more than an administrative obligation: it sets the course for the cost, risk and
speed of the entire supplier relationship. Companies that standardise the process, tier it by risk and map
it digitally shorten the time to first order and avoid expensive downstream costs caused by data errors or
fraud. Coupling it with contract templates, compliance checks and ongoing master data maintenance
makes the process sustainably effective. Those who also systematically measure metrics such as
throughput time and error rates can continuously improve onboarding. Overall, a well-organised
onboarding process contributes directly to the process capability, value protection and resilience of
procurement.

Frequently asked questions

What does vendor onboarding mean?

Vendor onboarding is the structured process by which a new supplier is integrated into the company
commercially, legally and operationally. It includes master data maintenance, compliance checks,
contract conclusion and connection to ordering and invoicing processes. The first binding purchase
order should only be placed once onboarding has been completed.

How long does supplier onboarding take?

The duration depends on the risk class and the depth of checks. In practice, standard cases with a basic
check are typically completed within a few days, while strategic suppliers requiring audits, sample
deliveries and contract negotiations may take several weeks. Digital self-disclosure portals significantly
reduce throughput time.

Which documents does a supplier need for onboarding?

Commonly required are a commercial register extract, tax or VAT identification number, bank details,
certificates such as ISO 9001, insurance certificates and contact person details. Depending on the
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industry and risk class, evidence of sustainability, occupational health and safety or ownership
structures may also be required. A structured form ensures completeness.

Who is responsible for vendor onboarding?

Typically, procurement leads the process, while the user department, finance, compliance and IT are
involved in defined approval steps. A clear allocation of roles with target turnaround times — ideally
recorded in an internal service level agreement (SLA) — prevents friction losses and speeds up the
process.

How can fraud in supplier onboarding be prevented?

Key controls include IBAN verification against official bank master data, verification of changes to bank
details via already known contact channels, and plausibility checks of account holder and company
name. In addition, sanctions list screening, credit checks and, where necessary, safeguards such as a
bank guarantee protect against financial losses.
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