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1. Introduction 

1.1. Vendors seeking to participate in ICGEB procurement processes are required to register on the  
ICGEB vendor Portal (IVP) and provide all required information and documentation. 
 

2. Direct Access from the ICGEB Website 

2.1. From the ICGEB Home Page, go to section About us and select Procurement Portal. 
 

2.2. Click on ICGEB Vendor Portal registration. 
 

3. ICGEB Vendor Portal Registration 

 

 

 

3.1. Click on Sign up to create a new account. 

https://ivp.icgeb.org/auth/login
https://www.icgeb.org/
https://www.icgeb.org/procurement-portal/
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3.2. Complete the following fields: 
 
• VAT: your VAT will serve as your access credential to the Portal. The VAT number is unique 

for each vendor; therefore, you will be able to register only once with this number. 
 
• Registration email: indicate a valid email address to receive the registration activation link 

to the Portal and any other useful communications. To change the registration email 
address, please contact procurement@icgeb.org 

 
• Password: choose your password. 
 
• Indicate if you represent a company or if you are a professional consultant (i.e. a lawyer, 

an architect, an engineer, etc). 
 
• Tick the box Italy if your company is based in Italy. 
 
• Tick the box Data protection policy authorization to accept the terms and proceed further 

with the registration process. 
 

3.3. Upon clicking Register, a confirmation message will appear on the screen, and an email 
notification will be sent to the email address provided during registration from 
icgeb.notifications@icgeb.org containing the account activation link. 

mailto:procurement@icgeb.org
mailto:icgeb.notifications@icgeb.org


   

Page 4 of 11 
IVP Guidelines for External Users 

 

3.4. Check your email box and click on the activation link. A confirmation message will appear on 
the screen, and you will subsequently receive an email notification confirming the activation of 
your account. 

 

 
4. Login 
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4.1. Enter your registration credentials (VAT number and password) and click on Login to complete 
your registration information. 
 

5. Complete data

 

5.1. Click on Complete data and fill up the form with the following data: 
 

5.1.0. My details: 

• Vendor type: the system automatically selects the type of vendor based on the selection 
made during the registration. This field is not editable. 
 

• VAT: the system automatically fills in the VAT number. The field is not editable, since the 
VAT number corresponds to the identification of the account. 
 

• Registration email: the field is automatically populated by the system and cannot be 
modified. If you wish to change the email address used for receiving all 
communications, please contact the ICGEB Procurement Unit at 
procurement@icgeb.org.  

 
• Classification: select the appropriate classification from a drop-down list: dealer, 

manufacturer, sales representative, other. 
 

 

mailto:procurement@icgeb.org
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a) If you are a Company, please provide: 

 
• Company name 
• Legal representative name and surname 
• Fiscal Code: the fiscal code is a mandatory field only if you have flagged ‘’Italian’’ during 

the registration phase. 
 

b) If you are a Professional Consultant, please provide:  
 

• Name 
• Surname 
• Birth date 
• Birthplace 
• Fiscal Code: the fiscal code is a mandatory field only if only if you have flagged ‘’Italian’’ 

during the registration phase. 
 

5.1.1. Administrative seat: 
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5.1.2. Legal seat: 

 

 

 

5.1.2.0. If the administrative seat coincides with the legal seat, click Copy data from the 
administrative seat. Fields will be filled up automatically. 
 

5.1.3. Commercial office: 

 

 

 

5.1.4. Accounts office: 

• Email and Phone number of your Accounts Office. 
 

• Payment Method Accepted: you can select Bank Transfer or Credit Card. 
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• Payment Terms: you can choose from a drop-down list the payment terms you prefer. 
 
• List of brands and Exclusivity list: these are free text fields, here you can insert the name 

of the brands you are working with. Please note that you can add the attachments 
related to these fields at a later stage in the Attachments Section (please refer to 
section 6 of the Guidelines). 

 
• IBAN (International Bank Account Number): click on Add a new IBAN; the following 

section appears. It is possible to add more than one IBAN. The IBAN is a mandatory condition 
in order to complete the registration. 
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5.1.5. Save and Confirm data 

5.1.5.0. After filling in all the data, you can: 
 

 

• Save data: data is saved in the system and can be edited at a later stage.  
 

• Confirm data: data is saved, and it will not be possible to edit the fields. 
 

 

 

6. Upload documents 

6.1. After confirming the data, you are redirected automatically to the Attachments page where you 
can upload the following documents:  

 
• Chamber of Commerce registration statement or your Country equivalent 
• Declarations of exclusivity for brands or goods commercialized 
• Dedicated bank account declaration 
• DURC Online (for Italian companies only) 
• Other: any other document you wish to share with us 

It is not mandatory to upload any documents during this phase. Indeed, it is possible to reach 
the Attachments page from the main page of the Vendor Portal. 
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6.2. If you click Back you are redirected to the main page, where the Upload Files section has been 
activated. Moreover, the icon Complete data becomes View data (it is no longer possible to edit 
the data fields, just to view them). 

 

 

6.3. You can delete and upload any document until you click Send for procurement review. 

6.4. By clicking Send for procurement review the following alert appears: 
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6.5. You will be redirected to the main page where also the icon Upload files has changed into View 
files. 

 

  
 

7. Approval of your registration 

7.1. Once you complete the registration on the ICGEB Vendor Portal, your registration is reviewed 
by the ICGEB Procurement Unit. 
 

7.2. In case of missing data or attachments you might receive an email from the ICGEB Procurement 
Unit asking you to review your registration, complete some data or upload an attachment. 

7.3. You will receive a notification to the registration e-mail when your registration to the 
ICGEB Vendor Portal has been approved. 
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