
Manual – Supplier 
Completes Information

Supplier Portal



Introduction
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Welcome as a supplier to Orkla. You have received an invitation to work with Orkla as one of our employees have requested your 
services. 

When completing the registration, you will need: 
1. Legal Name and Addresses
2. Tax and Business Registration Number
3. Bank Details
4. If you are supplier of direct materials delivering food related raw materials to our production, we also need information regarding the 

manufacturing locations delivering to Orkla. 

Note that it is a requirement to complete the full registration process prior to commencing any work to ensure that our business partners 
act in accordance with sustainable and legal business practices. 

Questions: Please contact your contact at Orkla or supplier-support@orkla.com

mailto:supplier-support@orkla.com


1. Logging in the first time

The invitation E-mail
You should already have received an email to login. The email contains your 

username and a link to set your password. If you have not received an 
email, please

1. Check your spam filter
2. Please contact your Orkla contact or supplier-support@orkla.com

Login Page
The login page to the portal can be accessed here;

https://orkla.hicx.net/

If you forget login details they can be retrieved here.
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mailto:supplier-support@orkla.com


1. Logging in the first time

Terms & Condition
When accessing the portal, the first time you will need to accept the portals 

general terms & condition of using the portal.

If you have any questions, please contact your Orkla contact or supplier-
support@orkla.com
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2. The Dashboard
The dashboard is your starting point as a supplier. Here you will be able to find tasks that needs to 
be complete by you. 
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The list of Orkla's business units that 
you are working with or are 
requesting to start working with you. 

Your pending tasks that needs to be 
finalized. In this example there are 
two pending tasks, the new 
Relationship Registration and 
Orkla's Supplier Code of Conduct. 



3. New Relationship Registration form

In the new Relationship Registration form you will be requested to complete the information in the following 
sections described below.. Any mandatory fields are marked with red astrics.

The Orkla employee requesting you to be a supplier will verify the information and reach out if there's any 
questions.

1. Overview – contains information about your company, legal address, website and email. 
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3. New Relationship Registration form
2. Company Information –
Contains information about what type of company you 
are, and your business registration number. 

3. Sustainability – 
If you are member of Sedex or Ecovadis please 
indicate by entering your membership number. If you 
are not a member you can leave this blank. 
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3. New Relationship Registration form

4. Primary Contact – 
Your name and email will already be filled in. In addition, you 
should add your role at the company, title, and phone number. 

5. Purchasing Location – 
The purchasing location represents the ordering contact and 
address for your company for the business unit requesting to 
collaborate with you. The address(es) that has already been 
provided can be found I the dropdown, and by clicking on the 
“+” button you are able to add a new address. 
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3. New Relationship Registration form

6. Payment Location – 
The payment location represents the contact and address for you company 
that manages questions regarding invoicing for the business unit 
requesting to collaborate with you. It can either be the same as for the 
“Purchasing Location” above or you can create a new one. 

You indicate that by pressing the “Yes/”No” button (marked with a below). 

The address(es) that has already been provided can be found in the 
dropdown (b) and by clicking on the “+” button (c) you are able to add a 
new address.
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3. New Relationship Registration form

7. Bank Information –
Contains all the information that is required to pay any subsequent 
invoices. After the submission of bank details there will be 
subsequent validations to ensure the accuracy and authenticity of 
the details. 

Note that it’s important to first the bank country and account 
currency.

The proof document should be a bank statement indicating who the 
owner of the account is and/or a past invoices that documents the 
ownership of the bank account

10



3. New Relationship Registration form

8. Plants 
- In accordance with both internal and external standards for Food 
Safety - Orkla needs information on all the producing plants that 
deliver raw material or primary packaging to Orkla production as well 
as traded goods.
      
Press "Add" below and a new window will open where information 
about the producing plant should be filled in.

Owner details
Indicate if you are the owner of plant that will be delivering to Orkla. 
If it's a sister company or subsidary aswell as a sub-supplier please 
state "No" on the question below. When selecting “no” you will be 
requested to fill in who is the owner of the production plant.
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3. New Relationship Registration form

Location details – 

Address of the manufacturing locations delivering to Orkla. 
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Plant details –

Enter name of the plant. Select then product types of the products 
delivered to Orkla from the plant in the dropdown lists below. 

If you need help with finding correct category email supplier-
support@orkla.com



3. New Relationship Registration form

Plant Certificates – 

Upload Certificates related to your manufacturing location that will 
deliver to Orkla. Uploading relevant certificates will make the 
approval process by our Quality team faster. 

When the Certificate expires you will receive an email from Orkla's 
Supplier Portal asking to upload the new version of the Certificate. 
If you are leaving your company, please let us know who the new 
contact person will be. 
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3. New Relationship Registration form

• 9. Supplier Certificates
For the relevant certificates you have 
select yes and then upload document. 

A new window will open. This is where 
you upload the document itself. In 
addition to the expiry date. And then 
save. 
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3. New Relationship Registration form
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Submit – 
Remember to submit at the very top when you have filled in all 
mandatory information. 

Dashboard – 
After submission of the New Relationship Registration form 
there can still be pending tasks. Make sure all tasks are 
completed. 



4. Supplier Code of Conduct

Download full document – 
If you would like to download and read 
through the Supplier Code of Conduct the 
document can be downloaded under 
Supporting documents. 

Confirmation and signature – 
If you confirm and will comply with Orkla's 
Supplier Code of Conduct you answer “yes” 
and submit. 

If you don’t accept our Supplier Code of 
Conduct please provide a reason for why 
and contact your Orkla contact. 
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5. Other Forms 

Based on the products/services your company provides and your location, you may be required to provide additional information. 

Please note that the requirements are in place due the high standards that our customers and partners expect from us – and in extension from you as a 

supplier to Orkla. If you are in scope for the extra requirements, you will receive an email requesting you to fill in the form and on the overview dashboard 

when logging in they will be shown under “My Tasks”. Below you will find brief descriptions of each assessment, however more detailed information will be 

sent out when relevant.

• IT security Assessment - If during your collaboration with Orkla will be having access to our systems, it’s a requirement that you undergo a IT security 

assessment. 

• GDPR/Privacy - If you will process personal data on behalf of Orkla you will be undergoing a data privacy assessment. You may also be required to sign 

a separate data processing agreement (DPA). 

• Legal Compliance IDD - Based on a screening of risk of corruption and sanctions you may be asked to provide information related to among other 

things the company ownership and internal anti-bribery practices. The screening is based among other things on the TRACE Bribery risk – a global 

indicator which assess the bribery risk in 194 countries

• Sustainability Requirements - Orkla has several specific policies to ensure that the products that is sourced are sourced sustainably. If you are 

selected to respond to one of the policies, it’s due to the nature of the products that you are supplying. An example is the Orkla Animal Welfare Policy 

which is applicable for our suppliers of Animal Products such as Dairy.
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