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1.REGISTRATION OVERVIEW 

 

 

 The registration of suppliers is the tool through which the territorial 

offices of the Italian Trade Agency intend to proceed with the 

identification of the companies qualified to provide the works, supplies and 

services it needs to carry out its promotional and institutional activities. 

The registration is free of charge. It is suggested to read the regulation 

registration page 

 

Documents needed for the registration:  

1. Company’s Commercial License in PDF format 

2. Civil ID copy in PDF format of the civil id of the person of 

authorized signatory 

 

To set-up an account, a series of steps need to be followed (illustrated in 

Figure 1): 

 

 

The data of the operator will be collected and processed exclusively for the 

purposes permitted by law in accordance with current privacy legislation 

(EU Reg. no. 679/2016). For more information on this, you can visit the 

dedicated page by typing the web address https://www.ice.it/it/privacy-

fornitori  

 

For any assistance, please contact Riyadh’s Office – via the following e-

mail address: riyad@ice.it

https://ice.traspare.com/suppliers
https://ice.traspare.com/suppliers
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Figure 1 - Overview of the Registration process with TRASPARE 

(Certified eProcurement platform) 

 

 

Registration on TRAPARE  

  

  

  

  

  

  

Please check your registered 
email and click the link in the 

1st received email.  

No 

 

yes 

Fill in the activation From 

Did you check the 
email you registered 
with after signing up? 

Please check your registered 
email and click the link in the 

2nd received email.  

complete the activation form including the 
necessary supporting documents: the company’s 
commercial license and civil id of the authorized 

signatory and the downloaded registration form 

signed 

No 

 

yes 

Wait for the approval by the istitution 

The End 

Did you check the 
email you registered 
with after signing up? 
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2.CREATION OF THE TRASPARE ACCOUNT 

2.1 The first step of the registration is to access the dedicate page 

the Traspare webpage and you will see the sign-up button at 

the end of the page (Figure 2.1). Before pressing the sign-

up button, make sure the language setting is in English first, 

by changing the flag setting at the top right-hand side of the 

same page. 

 

Figure 2.1– Sign up button 

 

 
 

 

 

 

1. After the “Sign Up” button is clicked, you will be directed on the 

Traspare portal (Figure 2.2) 
 

 

 

 

 

 

https://ice.traspare.com/
https://ice.traspare.com/employees/sign_up
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Figure 2.2– Traspare Portal Page 
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In the registration portal, make sure to deselect the "Italian Citizenship" 

field option.  

Furthermore, for the Saudi company, the Tax Code/Security Number 

field option is substituted with the commercial registration number that 

you can find in your company commercial license.  

For the rest, please fill in the required field with the company details and 

for personal details make sure to pick the decision maker/ authorized 

authority signature.
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2. ACCOUNT ACTIVATION 

 

 

3.1) After filling out all the fields in Figure 2.2 and submitted the 

answers, you will receive an email in English from Traspare at your 

registered email address with the following subject  “ICE AGENZIA 

PER LA PROMOZIONE ALL'ESTERO E 

L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE- 

Welcome” ( Figure 3.1) 

 

 

Figure 3.1– 1st email  

 

 
● If you do not receive the email, be sure to check your spam folder. 

Then, click on the hyperlink labeled “Activate Account” 
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3.2 ACCESSING THE PORTAL  
 

After clicking “Activate Account” you will be redirected to the portal login 

page (Figure 3.2)  

Or you might be directed automatically to Portal home page on Figure 4   

 

Figure 3.2 – Portal login page 
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3. PORTAL ACCESS 

After logging in, you will be redirected to the home page of the portal 

(Figure 4) 

 

 

Figure 4 – Home page of the portal 

 

    

 

 

● Click the button “Activate” to proceed with the Registration  
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3.1. Finalize the personal data information 

 
 

1. After clicking "Activate," users are directed to a supplier 

registration form where they need to provide residence 

information, while economic operator data from the first step of 

the registration it is now shown at the top, scroll down the page to 

complete the form (Figure 4.1) 

 

 

 

Please fill in all required fields marked with an asterisk (*) on the form. 
 

 

 

 

(Figure 4.1) -Economic Operator Data 

 
 

 

 

 

 

 

 

 

 

Unselect 
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fields  



 
 

12 

 

 

 

 

 

 

2. As mentioned previously, the Tax code/Social Security Number 

for the Saudi companies is substituted with the commercial 

registration number that can be found in the company commercial 

license. 

 

-Regarding the Registered Electronic Mail (REM) 

keep the same email as initially registered   

- Consent to data processing by selecting the two 

boxes 
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5.REGISTERED ELECTRONIC EMAIL (REM) Under verification. 

 

Once you complete and submit the economic data, you will be redirected 

to the main page. At this point, you should see a 'Registered Electronic 

Mail (REM)' status indicating that your email is under verification (Figure 

5.1). This means you need to check your registered email for a second 

message from the platform 

 

 

 

Figure 5.1- Status showing 'Registered Electronic Mail (REM) under 

verification 
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5.2  Verify Your Registered Electronic Mail. 

 

1. Check your registered email inbox for a message with the subject: 

“POSTA CERTIFICATA: ICE AGENZIA PER LA 

PROMOZIONE ALL'ESTERO E 

L'INTERNAZIONALIZZAZIONE DELLE IMPRESE 

ITALIANE - Verify Registered Electronic Mail (REM)” 

If you do not receive this email, check your spam or junk folder. 

2 Once you locate the email, scroll down and click the Activate button 

to complete the verification process (Figure 5.2) 

 

(Figure 5.2)- Verify your Registered Electronic Mail (2nd email) 
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6.CONTINUE WITH THE REGISTRATION  
 

1.After your REM is validated, you will be directed to the portal's 

main page. There, you'll see an icon showing "In progress." Please 

click button “enter” to continue with your registration. (Figure 6.1) 

 

 

Figure 6.1– In progress icon on the main portal page 
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6.2 Complete the Supplier Registration – Personal data  

1. After pressing the Enter button, you will be directed to the supplier 

registration page. Enter the required residence information as 

prompted (Figure 6.2) 

Figure (6.2)– required residence information 
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6.3 Complete the Supplier Registration – Company Data  

Please fill out all required fields marked with an asterisk (*). In the 'Type 

of Registration' section, select the type of business for your company, and 

then choose its product category in the 'Product Category' section 

(Figure 6.3) 

 

 

 

(Figure 6.3)– select the 'Type of Registration' and then the 'Product 

Category 
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6.4Complete the Supplier Registration – Documents 

In this section, please upload the Civil ID of the decision maker or the 

person authorized to sign, along with the expiration date in the 'Deadline' 

field. Next, upload the Commercial License in PDF format, including its 

expiration date (Figure 6.4) 

(Figure 6.4) –Upload the Civil and Commercial License 
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6.5 Complete the Supplier Registration – Confirm 
In this section at the beginning of the page you will find: 

● Data Summary – Representative  

●  Data Summary– Company 

● Data Summary– Product Category 

● Data Summary– Attached Documents 

Please download the registration form from the bottom of the page, fill 

it out, stamp and sign it, then upload it again in PDF format (Figure 6.5) 

(Figure 6.5)– Download the registration form and upload it in PDF 

format. 

 

 

After pressing save and submit, you will be directed at the main page and 

you will see that the icon has changed to “Awaiting for approval by the 

institution” (Figure 6.5) 
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Figure (6.5)- Icon has changed to “Awaiting for approval by the 

institution” 
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7. REGISTRATION CONFIRMATION 

 

Immediately after you last submission, you will receive an email with the 

subject: “POSTA CERTIFICATA: ICE AGENZIA PER LA 

PROMOZIONE ALL’ESTERO E L’INTERNAZIONALIZZAZIONE 

DELLE IMPRESE ITALIANE – Registration submitted (Figure 7.1) 

 

(Figure 7.1) Registration submitted email 
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In a couple of minutes, you will receive a confirmation 

email with the subject: POSTA CERTIFICATA: Esito richiesta di 

iscrizione - ICE AGENZIA PER LA PROMOZIONE ALL'ESTERO E 

L'INTERNAZIONALIZZAZIONE DELLE IMPRESE ITALIANE - 

Iscrizione Confermata indicating that your company is officially 

registered in our database. (Figure 7.2) 

 

 

(Figure 7.2) Confirmation email 
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You will also notice that on the website portal the 

“Confirmed” Status appeared (Figure 7.3) 

 

 

(Figure 7.3)- Confirmation status 

 
 

 

 

You are now officially registered in our database. 

 

 

Thank you for your 

attention! 

 


