
Supplier Addition Request 
Quick Reference User Guide 

 

1. Navigate to Supplier Addition URL 
 

Launch a web browser and type the address of supplier addition request site. 
 
 

 
➔ Username - <login Name> (Exclude @nestgroup.net) 
➔ Password   - <login password> 

 

 
 
 

➔ Click on “Supplier Addition” button to open the Home page. 
 

 
 

 

       https://home.nestgroup.net/purchase/                                                  
          or 
             Login Page (nestgroup.net) 
 

 
 
 
 
 
 

https://home.nestgroup.net/purchase/
https://home.nestgroup.net/purchase/


2. New Request 
 
Click on “+New Request” to open the New Request page. 
 

 
 
 

➔ Select “Division” to select the approvers. 
 

 
 
 

➔ Click on the “Submit” button to submit and start workflow. 
 

 
 
 



➔ Click on the “action button” to view the record 
 

 

 
 

 
3. Approval Process 

 
➔ Approvers will receive mail from helpdesk.cochin@nestgroup.net, click on the 

“Approval link” to open approval page. 
 

 
 

➔ click on the “Approve/Reject” button to navigate approve page 

 

 
 
 
 

mailto:helpdesk.cochin@nestgroup.net


 
➔ Choose action button to complete the tasks. 

 

 
 
 

➔ Approvers can also open the approval task page Click on the “Approval Tasks” to 
navigate approval task page 

 

 
 

4. Dashboard  
 

➔ click on the “Dashboard” to view dashboard. 

 



 
5. Report 

 
➔ click on the “Report” link to open and export detailed report. 

 

 
 


