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MESSAGING NOTIFICATION 

 COMPANY DEPARTMENT 

DSP SM DEPARTMENT STORE 

ACCESSORIES 

BAGS 

CHARACTER SHOP 

LITTLE WHITE BOX 

LOBBY 

LUGGAGE 

SHOES 

SMART BUY 

SNACK EXCHANGE 

WEARS 

GSP 
SM MART INC  
(Location: DC-Guam/SM Head Office) 

ACCESSORIES 

BAGS 

DECOR AND ACCESSORIES 

LOBBY 

SHOES 

SNACK EXCHANGE 

WATSONS OUTRIGHT 

WEARS 

HWP HOMEWORLD SHOPPING CORP. 

DECORATION & ACCESSORIES    

FURNITURE & FIXTURES 

KITCHENWARE 

LINENS AND ACCESSORIES 

OUR HOME 

STORAGE AND ORGANIZER 

TABLEWARE 

KSP KULTURA STORE, INC PHILIPPINE CRAFT   

NCP NURSERY CARE CORPORATION INFANTS' ACCS & FURN 

SAP STAR APPLIANCE CENTER, INC APPLIANCE 

SCP SPORTS CENTRAL (MANILA), INC SPORTS CENTRAL 

SLP SIGNATURE LINES, INC SIGNATURE LINES 

SMP 
SURPLUS MARKETING CORPORATION / 
UPTREND FASHION DESIGN, CORP 

SURPLUS SHOP 

SSP SUPPLIES STATION INC. SUPPLIES STATION 

TWP INTERNATIONAL TOY WORLD, INC 
TOYS 

PET EXPRESS 

WAP ACE HARDWARE PHILS INC HARDWARE-WORKSHOP 

WSP WATSONS PERSONAL CARE STORE WATSONS 
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USER GUIDE 

USER ADMINISTRATION (UA) 

A. Creation of Vendor User ID by Vendor Administrator 

1. Log-on to www.smtradeportal.com and type your User ID and password. Then, click 

“Login” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click “Portal Applications” menu.  
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3. Click “Portal System Management” submenu, then click “User Administration” module. 

 

 

 

 

 

 

 

 

 

 

 

4. Upon clicking “User Administration (UA)” module, UA Main Page will appear.  

Click “[+] add new user” link to create vendor user. 
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5. Upon clicking “[+] add new user” link, a pop-up window will appear. Fill in the following 

fields: 

➢ First Name 

➢ Middle Name 

➢ Last Name 

➢ Mobile Number  

➢ Email 

➢ Password 

➢ Confirm Password 

               Note: Vendor User login ID will be automatically generated.  
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6. After encoding all required details, click “Save User “button to save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. A pop-up message will appear. After reading the disclaimer, click “OK” button.  
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8. Upon clicking “OK” button, UA Main Page will appear. Click “+” button beside the 

username to display the user details. 

 

 

 

 

 

 

 

 

 

 

 

B. Manage Access Setting 

1. To edit the access setting of vendor user, click “Access Setting” button. 
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2. Upon clicking the “Access Setting button, a pop-up window will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

 

3. To edit, click the box. If        , access will be enabled; if       , access will be disabled.  

Then, click “Save Settings” button to save changes made. 
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C. Reset of Password 

1. Click “+” button beside the username to change the password. Then, click “Change 

Password” button. 

 

 

 

 

 

 

 

 

 

 

2. Upon clicking the “Change Password” button, a pop-up window will appear. Fill in the 

following fields. Then, click “Save” button to save. 

➢ New Password 

➢ Confirm new Password 
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D. Update of Mobile No. and Email Address 

Click “+” button beside the username to update mobile no. and email address. Once done 

with the update, click “Update User” to save the changes made. 

 

 

 

 

 

 

 

 

 

 

 

E. Deactivation of Vendor User Access 

Click “+” button beside the username and click “De-activate User” to deactivate vendor user. 

Once deactivated, vendor user can no longer access the SM Trade Portal. 
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USER GUIDE  

VENDOR ORGANIZER – FILE SHARING 

A. Uploading of Files in Shared Folders by Vendor User 

1. Log-on to www.smtradeportal.com and type your user ID and password. Then, click 

“Login” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click “Portal Applications” menu.  
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3. Click “Vendor Community Management” submenu, then click “Vendor Organizer” 

module. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Upon clicking “Vendor Organizer (VO)” module, VO Application Page will appear. Click 

“File Sharing” icon in the Vendor Organizer Dashboard. 
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5. To upload files, select a folder (e.g. SIMS Item Masterfile) and then click vendor code 

subfolder. Click “+ Upload File” link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click “Choose File” button. Select the file you want to upload. Then, click “Open”. 
Note: Maximum of 5mb per file. 

           For multiple files, compress file(s) to zip format before uploading. 
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7. Click “Upload” button to upload file or “x” icon to delete the file.  

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Once done with the uploading, a pop-up message will appear, then click “OK” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Uploading of file is successful if it appears 100% complete. 
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9. To view/delete the uploaded file, select the folder and vendor code subfolder.  
• To view the file, click “View” link. 

• To delete the file, click “Delete” link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

B. Downloading of Files from Shared Folders  
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To download the files, select the folder (e.g. SIMS Confirmation Report) and vendor code 

subfolder. 

• To view the file, click “View” link. 

• To download the file, click “Download” link. 

• To delete the file, click “Delete” link. 

 

 

 

 

 

 

 

 

 

 

 

 

 


