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MyProcurement Supplier Hub : Login Page

1. Enter
Login ID received on email

2. Enter 
Password

3. Click Login

*Existing Users can login to the portal using this link : https://tap.tcsapps.com/tap2/#/login-supplier

*Kindly refer the last page of this manual for more 
information on New Supplier Registration

https://tap.tcsapps.com/tap2/#/login-supplier
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MyProcurement Supplier Hub : Homepage

5. Click the Setting icon 
for personalization.

Click the Power 
icon to logout.

4. Click the Cart Icon to access 
Source to Pay Modules

Click on this icon to 
navigate to help center.

Home Page

User can read through all 
recent announcements
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MyProcurement Supplier Hub : Homepage Settings Screen

7. User needs to save, 
once all changes are 

done..

Supplier User can 
also change his 
password.

6. Supplier can click on the 
Change Language Panel to 

select his preferred language 
of screen display

Settings Screen
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MyProcurement Supplier Hub : Landing Page

Click for Home Page

Click for Administration Page

Click for Search Requests

Click for Sourcing Events

Click for Public Notices

Click for Supplier’s Contracts



Search Requests
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Administration : Search Requests

Click to Reset 
Search

Click to 
Search

1. Click to navigate to 
Search Requests page

2. Click to Open the 
Update Request

3. Check the Status of 
Update Request

Once Update Request is 
approved – company profile 

will get updated

In Search Request,  Supplier user can see all the request created by him/her or if there are any pending requests with them for error resolution
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Submit New Supplier Update Request
In Administration – Company Profile, the supplier can click on the Edit button on the bottom of 
the page for profile update.

Supplier can click on Edit and 
update his profile only if : 

1. Supplier is already registered 
with British Council

2. New Suppliers with Awarded 
Events or Active Contract with 

British Council

Request Number 
will be generated 

after the user clicks 
on the edit button
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Submit New Supplier Profile Update Request – Basic Details
Fill all the Mandatory Fields in Supplier Details section

Please select the country of the 
British Council entity which will be 

contracting with and paying this 
supplier.

Please select the country where the 
supplier is based/registered
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Submit New Supplier Profile Update Request –
Registration Details

Click on Save

Fill data in Registration details 
section if required
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Submit New Supplier Profile Update Request –
Supplier Contacts

Fill all the Mandatory Fields in 
Contact section

Click on Save

Click on Add New to Add 
more Contacts

Email Address Type: 
AP - Remittance Advice -> For receiving email communications for Invoice.
CONTRACT-Contracting -> For receiving email communications for Contracts.
PURCHASING-Purchasing -> For receiving email communications on Purchase 
Orders
SOURCING-Sourcing Events -> For receiving email communications on Sourcing 
Events.

Admin User are 
allowed to 
modify the 
supplier profile 
information.
Basic Users are 
no allowed.
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Submit New Supplier Profile Update Request –
Bank Details

Fill all the Mandatory Fields in Bank Details 
section which are highlighted in Asterix.

Click on Not 
Applicable if Bank 

Details are not 
applicable.

Click on Save

2. For any 
update in the 

old name, 
account no. 

IBAN, etc. user 
needs to add 
new section 

and deactivate 
the previous 
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Submit New Supplier Profile Update Request –
Site Details

Fill all the Mandatory Fields in Supplier Site section. Fields which 
are retrieve from the basic details section is greyed out.

Select Remittance email and PO 
emails from the dropdown list.

If the name is not appearing in the 
dropdown list, then please add the 

user from Supplier Contacts Tab

For updating the country, please go 
to Basic Details Tab
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Submit New Supplier Profile Update Request –
Tagging Contact and Bank

Tag Active Bank to Site (if bank is 
applicable in the Bank Details tab)

Click on Save

Please tag all contacts.
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Submit New Supplier Profile Update Request –
Attaching Certifications

Attach the mandatory documents and enter the 
registration date/details.
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Submit New Supplier Profile Update Request –
Submission

Once submitted request will go to Service Requests queue from where TCS Operation Team can process the request

Upon attaching all relevant 
documents, click on save and then update and submit

User can 
update 

multiple 
attachments 

within the 
same 

document 
type. 

Document 
must be a 

PDF 
document
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Search Requests Screen
All the requests raised against this supplier will be visible in Search requests screen

Search by 
Request No

Click to Reset 
Search
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MyProcurement Supplier Hub : Self Registration Page

User to receive the One 
time password on this email

New Supplier Users can login to the portal using this link : https://tap.tcsapps.com/tap2/#/bc-supplier-registration

Upon entering the one time  
password, the profile gets 

verified.

Register button is enabled, after the 
email id is verified through OTP. 

Vendor gets created.

https://tap.tcsapps.com/tap2/#/bc-supplier-registration
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