
PART 1- STEPS TO ‘ADD MORE PRODUCT OR SERVICE CATEGORIES’ 

 
Step 1: Click on 'Supplier Profile' icon on the left side of the home screen (shown below)  

  
 
Step 2: Click on ‘Create Change Request’ 
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Step 3: Select on ‘YES’ to edit or amend changes in the profile. 
 

 
  
Step 4: Under Basic Details click on ‘Category.’ 
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Step 5: Click on ‘Edit’ 

 
 
Step 6: Choose at least 1 the relevant Product or Service Category. Click ‘Done’. DO NOT 
‘Select All’ 
 

 
  
** NOTE** You may register as many categories as possible, please ensure to attach Letter or 

Appointment or Letter of Representation (If any). Click on this link to whether you are eligible for the 

products and services in LBD Quadrants:  

https://www.bsp.com.bn/main/icv/doing-business-with-bsjv/local-business-development/products-

and-services  

https://www.bsp.com.bn/main/icv/doing-business-with-bsjv/local-business-development/products-and-services
https://www.bsp.com.bn/main/icv/doing-business-with-bsjv/local-business-development/products-and-services


Step 7: Click ‘Save’ and ‘Submit’. Please ensure to go to “My Task” and complete and submit 
the category questionnaire. 
 
 

***END*** 
  



PART 2- STEPS TO ADD CATEGORY FORMS IN ‘CERTIFICATE’ SECTION IN SMART 

SUPPLIER PROFILE 

 
Step 1: Click on 'Supplier Profile' icon on the left side of the home screen (shown below) 

 
Step 2: Click on ‘Create Change Request’ 



Step 3: Click on ‘+Add New Certificate.’ 
 

 
 

Step 4: Click ‘ADD NEW’ 
 

 
 

 
 
 
 
 
 



Step 5: Rename the Certificate name to the exact work category that you applied. 
 

 
 
Step 6: Upload your Company Profile in the ‘Attachments’. 
 

 

 
 
 
 

E.g. RESOURCES, TECHNICAL  

COMPANY PROFILE 



Step 7: Please change the validity date to 2 years (if there is no agency /appointment letter) 
 

 

Step 8: Click ‘SAVE’ 

 
 
Step 9: Click ‘SUBMIT’ for Vendor Masters to review. 
 

 
 

Step 10: This is how the ‘Certificate’ will look like on your Supplier Profile. 

 
***END*** 
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