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Manage Compliance
User permissions will determine what options are available
to you on the left-hand side of the navigation.

In order to access supplier functionality and manage your profile,
you will see the “Manage Compliance” option on the left.

M Portz
. 0 Manage Compliance

Once you have selected this option, you will be presented with our
supplier portal welcome page, and to progress through to the “Manage
Compliance” tab, you will need to select the “Continue” button.

Upon selecting the “Continue” button you will
see the “Manage Compliance” page.
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Scroll down to and click on “Show Details” within Level.
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Assign to user groups:
This will assign what level of access users will have.

] Manage Compliance
(] Administrator

(] zzSubscriptions group for the Subscriptions app

o Show Details CREATE 0

Level Requirements

This will bring you to “Level Requirements”,
click on the down arrow next to “Financials”.

password Reset password

9 Drop-down Arrow Reset password Reset password

word E-mad address verfied. You can now continue.

Emad Address

Then click “Edit”.

© Edit ©
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@ Drop-down List

O Add

e Drop-down List

€ Add New

Requirement: Financials

This will bring you to Requirement: Financials - please select “Financial
information for a start-up business” (these fields link to your ldentity).
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Scroll down to the upload document section and click “Add”.

st groups

Once added select your type of organisation from the drop-down menu.

Manage users assigned to the user Group: organisation=admin

CANCEL CONF

To add a new set of financial accounts - click “Add New”.

€1 0% Troe of orsanlsscion
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Please complete the fields as
before (these fields link to the
Financials you are submitting).

e Enter Year
0 Enter Accounts Date
@ Enter Accounting Period

@ Companies House Date

Enter the accounts details as
follows (where the value is not
available please enter O).

Add Account Accounts

Please enter the type of organisation

Select your company accounts type from the list and upload the necessary documents as detalled below

Enter the year for the Financial accounts information you are providing.
Enter the accounts date stated on your annual accounts.
Enter the accounting period, in months, which your financials cover.

The Companies House date (this is auto filled) should
match the next accounts due date on Companies
House, however if they do not please contact us.

Please enter the year for the Financial accounts information you are providing e

Phease enter your last accounts date as stated on your annual accounts
| caioa201d ]

Pleaze enter the period, in monthe, for which your Financial accounts cover

Accounts Name Mext Accounts Date L‘nmp:migs House Date

Financial Account 2019 05/03/2021 05/02/2021

Accounts Name Next Accounts Date Companles House Date
Financial Account 2019 05/03/2021 05/03/2021

Please complete the fields below from your latest financial accounts

Balance Sheet

Profit and Loss Account
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@ Save

@ Submit/Ready
for Assessment

The information can be found in your projection
Profit & Loss and Balance Sheet as described below.

Opening Balance Sheet and Profit & Loss Projection

Please complete all of the following information

Company Legal Name: Test Company

Company Trading Name: Test Company

Date of Incorporation / Started Trading: Jos/06/2019
Companies House Registration Number (if applicable): ]‘JRRRRRR

Total 12 month projected Turnover / Sales / Revenue: N £103,200.00
Total 12 month projected Net Profit / Loss: PAI£69,700.00

Current Assets include: Cash Introduced to Bank, Land or Property, Motor Vehicles, Office Equipment and Tools
or Machinery
Current Liabilities include: Bank Loans, Director Loans, Third Party Loans, HP Creditory & Mortgage

Current Assets: <l £26,090.00
Current Liabilities: LN£26,090.00
Share Capital: [J£1.00

If you have any queries please contact the Financial Health Team at
csaccounts.constructionline@constructionline.co.uk

Once you have entered all the required information,
scroll to the top and press “Save”.

(- W12

Add Account Accounts
Please entes the lype of tiganisation

Select your company accounts type from the list and upload the necessary documents. as detailed below

I U Yo Pl SCERREY Y RITGE
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You will need to either “Submit” or tick “Ready for Assessment”.

T @ 0

Requirement: Financials

Sratus: Veritied o Fxplry date: 317027020 « Merifler: Coscrractioel ine

L2431 select your company type from the list and send us the fellowing documents as detailed below
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@ Edit

@ Add New

If your accounts are returned to you with feedback -
click “Edit” make your amendments and resubmit.

@ - o

Once the financial accounts are approved you will only
be able to view the account or “Add New”.



