


Introduction to Svevia 
Supplier Portal

Svevia Supplier Portal is used for communication with our suppliers.  

In our supplier portal, you can see ongoing procurements, retrieving 

attachments to requests, submit tenders, receive and confirm orders and 

answer questionnaires.

More information: Questions and comments about Svevia Supplier portal can be asked sent to: 

inkop@svevia.se.

mailto:inkop@svevia.se
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1. Create an account in the supplier portal

Create an account:
Fill in the required information marked with *.
The account that is created is email based. 
(Should orders be received, create an account for the 
email address intended for order reception).

Activate your account:
To start using your account, it needs to be activated. An 
activation code is sent to the email address you 
provided at the time of registration. It may be a few 
minutes before it arrives. Once you have activated your 
account, you can log in to Svevia Supplier Portal.

Link to supplier portal (kommersannons.se)

https://www.kommersannons.se/svevia/annons/Default.aspx


2. Overview your supplier pages

When you sign into your account, you'll be added to the Your 
supplier pages.

Edit your profile 

Click the person icon in the right corner to manage passwords, 
account details, updates settings, and payment information.

Your supplier pages, here you will find:

Procurement monitoring

Your ongoing procurements and call-offs

The message box

Document signing

Ongoing complaints

Order

Your agreements

Questionnaire

GDPR management



3. Manage orders

Message notification:  
Click Order in the menu list to go to the order 
overview. Here are all your orders.

1. Search or filter by order. 
2. Open your order by clicking on it. 
3. Click the trashcan to archive the order. It 

disappears from the list. 



Order details

Once you click on your order, the order details will come up. 
Here you can do the following:

1. Order overview: As the picture shows.  
2. Confirm orders: Here you can confirm the order or see 

order confirmations that has been sent. 
3. Delivery: Here you can notify that the order has been 

delivered and see sent delivery notices. 
4. Admin features: Here you can see order history, e-

commerce message and order configuration. 
5. Print the order.
6. See the specification in pdf. 
7. Reject order: Click here if you cannot confirm the order. 
8. See the order and Svevia's general terms of purchase in 

pdf.



4. Signature request

Message notification:  
The bell in the right corner of your profile indicates 
with a number when you’ve received any messages. 
Click on the new message to read.

Signature request: (Begäran om signatur)
The message indicates that a signature request has 
arrived. 

1. Back to the message list: Click here to see all your 
messages. 

2. Document signing: Click here to proceed to 
signing the document. Follow the instructions to 
start signing via bank ID.

3. Answer: Send a reply to the sender. A box for 
writing an email message pops up. The message is 
sent back to the sender.

4. Link to the document that you shall sign.   



5. Set up monitoring of new procurements

1. Go to your profile. 
2. Edit notification settings
3. configure monitoring of new procurements

Make your settings on this page. 
Monitor codes

1. Monitor also procurements that are not categorized 
2. Click on the small black arrows to make selections 
categorized to CPV,  UNSPSC or NUTS. 
3. View active monitor codes for your account.




