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Lieferantenselbstregistrierung
Login-Page 

§ Step 1:  Please enter the following link: https://wocogroup.synertrade.com
§ Step 2 : The login-Page will appear and you can select the language, by clicking on “Change 

language”
§ Step 3 : Afterwards, by clicking on the button  “APPLY HERE!” the registration process will start
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Supplier Self Registration
Welcome Page

§ Introduction, link to the Woco website and contact details
§ Click on “Next” to continue
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Supplier Self Registration
Company & Contact

§ Please, enter your company data, mandatory fields are marked in red
§ Click on “Next” to continue
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Supplier Self Registration
E-Mails- receiving login data and preliminary password
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Supplier Self Registration
Reason for application

§ Step 1: Please select the reason für your applicationà If you have selected “ Invited by Woco“ 
please let us know who has invited you

§ Step 2: Click on “Publish” to upload your information 
§ Step 3: Click on “Next” to continue
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Supplier Self Registration
Detailed Information 

§ Please, enter your company data, mandatory fields are marked in red
§ Click on “Next” to continue
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Supplier Self Registration
Material Group Assignment

§ Step 1: Click on the relevant Material Group
§ Step 2: Select at least one material group by clicking on the relevant sub-commodity
§ Step 3: Click on “Next” to continue
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Supplier Self Registration
Certificate overview

§ Step 1: To add a new certificate, please click on „New“
§ Step 2: Select a certificate name from the Drop-Down and enter the data 
§ Step 3: Upload a copy of the relevant certificate
§ If applicable, repeat steps 1-3
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Supplier Self Registration
Certificate overview

§ Step 4: To upload a new certificate click on the icon “upload document” 
§ Step 5: Click on “browse” to select the document from your computer
§ Step 6: To upload the document click on the icon “upload” 
§ Step 7: To save the document click on the icon “save”
§ Step 8: Click on the icon “close”
§ Step 9: Click on “Next” to continue
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Supplier Self Registration
Documents

§ Step 1: To enter a new document click on the icon “new”
§ Step 2: Click on “browse” to select the document from your computer
§ Step 3: To upload the document click on the icon “upload”
§ Step 4: Click on “Next” to continue
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Supplier Self Registration
Finalization

§ If you have any further notes, you can write them in the comment field 
§ Click on “Finish” to submit the data
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Supplier Self Registration
Logout

§ Click on “Logout” to leave the Supplier Self Registration
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Supplier Self Registration
Data check by Woco

§ After approval you will receive the following e-mail:
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Supplier Self Registration
Data check by Woco

§ After rejection you will receive the following e-mail:
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Supplier Self Registration
Additional Information

§ Select the tab “Additional Information” 

For your information: Depending on the width of the screen, you will not see the "Additional 
information" tab, so you may need to click on the three dots to open additional menu items.
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Supplier Self Registration
Additional Information

§ Open the questionnaires by clicking on the title

For your information: The icon next to the title is red because the questionnaire has not been 
completed or is incomplete. If you have completed only the mandatory fields, this icon turns yellow. It 
is green when you have completed all fields.
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Supplier Self Registration
Advanced Quality Planning

§ Step 1: Please answer the listed questions, mandatory fields are marked in red
§ Step 2: Click on the "+" to upload existing mandatory and testing equipment (second window will 

be opened)
§ Step 3: Click "Browse ..." to select the document from your computer
§ Step 4: To save the document, click on "Apply“
§ Step 5: Click "Publish" to save your details 
§ Step 6: Click on "Back to overview" to continue
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Supplier Self Registration
Environmental Management

§ Step 1: Please answer the listed questions, mandatory fields are marked in red
§ Step 2: Click "Publish" to save your details
§ Step 3: Click on "Back to overview" to continue
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Supplier Self Registration
Insurance and Warranty

§ Step 1: Please answer the listed questions, mandatory fields are marked in red
§ Step 2: Click on the "+" to upload the Cover Note of Insurance Company (second window will be 

opened)
§ Step 3: Click "Browse ..." to select the document from your computer
§ Step 4: To save the document, click on "Apply“
§ Step 5: Click "Publish" to save your details 
§ Step 6: Click on "Back to overview" to continue
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Supplier Self Registration
Product Safety Representative

§ Also within insurance and warranty is the specification of a product safety representative
§ Please answer the listed mandatory fields

For your information: If you scroll down to the bottom, you can download a file from which you can 
see the responsibilities of the Product Safety Officer.
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Supplier Self Registration
Non-Disclosure Agreement (NDA)

§ Step 1: Please choose one language by clicking on the corresponding link, the NDA will open as a 
PDF form

− fill in the first and the last page
− Print the document and sign it

§ Step 2: Click on the "+" to upload the NDA cond window will be opened)
§ Step 3: Click on “Browse” to select the document from your computer
§ Step 4: To save the document click on the icon “Apply” 
§ Step 5: Click "Publish" to save your details
§ Step 6: Click on “Back to overview” to continue
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Supplier Self Registration
Sustainability and Social Responsibility

§ Step 1: Please answer the listed questions, mandatory fields are marked in red
§ Step 2: Click "Publish" to save your details
§ Step 3: Click on "Back to overview" to continue
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Supplier Self Registration
Data check by Woco

§ After approval you will receive the following e-mail:
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Supplier Self Registration
Data check by Woco

§ After rejection you will receive the following e-mail:

20.07.2018 Support Manual 25



Woco Industrietechnik GmbH
Hanauer Landstraße 16 Telefon: +49 (0) 60 56 / 78-0
63628 Bad Soden-Salmünster E-Mail: info@de.wocogroup.com
Deutschland www.wocogroup.com
© Woco Group

Thanks for your attention!

mailto:info@de.wocogroup.com
www.wocogroup.com

