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Introduction

The LAVAZZA suppliers’ portal is an application to efficiently manage purchasing and interaction processes 
with suppliers.

Companies registered on the portal can: 
• Communicate with LAVAZZA in a fast and structured way through a dedicated channel;
• Expand collaboration, signaling the services offered and the product categories proposed;
• Keep the qualifying information up-to-date (certifications, references, etc.);
• Be guaranteed fair and transparent treatment in compliance with the principles of competitiveness;
• Enjoy confidentiality, authenticity, integrity and availability in data exchange;
• Answer LAVAZZA requests quickly and efficiently;
• Consult the performance level;
• Consult the progress of the invoices.

The portal works in an integrated way both with the company ERP and with external Info-providers in order to 
guarantee the fairness and traceability of all information entered, in compliance with all Privacy regulations.
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Registration

o Portal Terms 
and Conditions;

o Lavazza’s   
Ethics Code;

o Lavazza’s 
Supplier Code 
of Conduct.

o User and 
Password 
creation;

o Info-provider 
Data Check;

o Profile Data 
compiling.

o Supply 
categories 
selection.

o Selected supply 
categories’ 
questionnaires 
compiling.

The «on-boarding» process

ENABLE

100% completion of the
mandatory data guarantees the
transition od status from
«REGISTERED» into «ENABLED»,
and opens up the chance of being
invited by Lavazza to negotiation
events.

PHASES
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The portal Registration process foreseen:
- The acceptance of the mandatory documents:

Lavazza Code of Ethics, Lavazza’s Supplier Code
of Conduct and the Portal Terms and
Conditions;

- User and Password creation;
- Registration Forms compiling;
- Search for Company Data through external

info-providers.

ACCESS CONDITIONS

Access and Registration

0

Inactivity on the portal or the failure to update the data for more than 

2 years will lead to the expiry of the registration.
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CATEGORY SELECTION AND RELATED QUESTIONNAIRES

Classification

The Classification requires selecting products/
services that the supplier can offer Lavazza,
within the category tree.

Based on the selected categories, the portal
returns specific questionnaires.

Upon completion of 100% of the mandatory data
requested in the various questionnaires, the
portal sends an automatic e-mail confirming the
enabling.

Lavazza requires its suppliers to periodically check
and keep the company data updated.

In case of expiry of sensitive documents such as
certifications, the portal automatically sends a
reminder.
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AREAS OVERVIEW

Supplier dashboard

The dashboard on the supplier's homepage allows to have the complete overview of:

- New messages received
- The status of requests for information and quotations received by Lavazza
- Quick links to the company data and useful documentation (FAQ, Operating guides, ..)
- Link for consulting the status of the invoices
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ACCESS TO RFI AND RFQ

RFI – RFQ: Requests for information and for quotations

RfI = Tool through which Lavazza requires various kinds of information (technical, economical,…) to be able 

to deepen general or specific issues.

RfQ = Tool through which Lavazza publishes offer requests in order to manage the sourcing activity.

To access the areas and view the list of events to which you have been invited, follow the menu:

«Sourcing» - «RfI» - «My RfI» «Sourcing» - «RfQ» - «My RfQ»
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ANSWERS

RFI – RFQ: Requests for information and for quotations

To answer a specific event, simply click on the reference line.

Within each request it is possible to access:

• Qualification envelop

• Technical envelop

• Economic envelop
• Any attachments published by Lavazza

While responding to an event, the portal 
allows you to make intermediate saves, in 
order not to lose the work previously 
done.

After completing the response, it must be
published so that it is visible to Lavazza.
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New Project

It si possible to have more details about the coffee machines valves?

New project

MESSAGING TOOL

RFI – RFQ: Requests for information and for quotations

The messaging tool, available within each event, facilitates the sharing and exchange of information 
between the parties. 

By accessing the «messages» session available 
in each event (RfI, RfQ) it is possible to 
exchange messages directly with people in 
Lavazza.

Click on the message to view and to answer 
and/or to print it.
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ACCESS AT THE MODULE

Accounting Supplier Portal Module

Accounting Supplier Portal

The module allows you to monitor the status of invoice processing and manage specific accounting requests.

The module is accessible only by ENABLED suppliers and with a SAP code.

The login link is available 
in the dashboard, in the 
custom links area.
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MAIN PAGE, CONTENTS AND USEFUL INFORMATION

Accounting Supplier Portal Module

The main page of the module is divided into the following macro-areas:

Tools & Help

Areas and functions available

Invoice List

Requests management
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CONTACTS

Technical Assistance and FAQ

0

In case of need:

• Contact the Help Desk indicated in the homepage

• Consult the FAQ and the Quick Guides


